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Section I 



PURPOSE OP THIS hand: 



This handbook l6 provided^*^ acquaint all meinbers of the PXyniouth State 
College professional staff wijth college ox^anizations, policies, and 
procedures dcii the individual's duties, rights, . and responsibilities as 
an' employee of the University af New Hantpshire. No ^attempt is made to 
duplicate information which is reguleurly provided in other college* ptiblica- 
tions/and all faculty members sHould become thori>ughly familiar with the 
college catalogs and thp Student Handbook, 
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Section II. ADMmSTRATIVE ORGJWIZATION 



< 



^ A. The : Board of Truateea * J 

s governing body of Plymouth State College ^is the Board of Trustees 

of * the State University of New Hampshire. Ihe Board is composed of 25 

/ members as follows t 

- » " ■ ** 

^ ^ The. Gpyernor off New Hajnpshire 

. ' . *Tlie diancellor of the University System 
/ ' Tl\jB Gommissiorier of Acrriculture 

. ' \ ^ • Tfce Coniniasioner of Education 

• , \ ^ The President of the University of New Hampshire 
; . ; * ; ' ^e ^Pj^esident Plymouth vState College 

• • — r \ v *^® Pr^tpident of Keene State College 

■ ; ' * J>^12 trustees appointed by the Governor with the 

/ * ' { advii^ and consent of his council* 

( ^ . 4. trustees elected- by the alumni of the 

I * , • ^ j:\ . V --Unilv^ciity of Nbw Hampshire 

1 trusljee ele<^ted by the alumni of Plymouth 
j * • /^SJtate college \ \ 

\ 1 tnistee elected by the. alumni^ of Keene 

' . ".JState College 

2, This board elects its' own qhairm2m amiuaily and mwst meet^ at Plymouth 
State College at least once 0ach yeau:. 

B. The University Administrative Board 

1. This b^ard is composed of the ChancelJ-or, the President of the 
. Univoroity .at Durham, and the Presidents of Keene and Plymouth State 

colleges. * . 

2. The Administrative Boeurd^ and^ita members are charged with working 
out the procedures and details for conducting their jdint responsibili- 
ties in order to provide for the* maximum institutional initiative emd 



resporiflfcility within thje well-ebordinated and unified uiTiiver?3ii:y 
organization- 



3X»t^ 



C. President^f Plymouth State College 

* 

1. -The ^frosident/ afcting under the authority of the University Bo^urd 
of Trusteeo, is the chief executive officer of the college and io re- 
sponsible for thOrgenoral adminis'tratio^i and* supervision of all aop^ct^j 
of \the entire' institution. 

• \ - ^ • - " ' 

2. The responsibilities of a state college president in the University 
Systran have been defined by the Trustees as follows:* 

\ • ^ ^ • \ 

The President of each State College in accordance 

with policies established by the Administrativcs " ' . 

Board and suJi^ect to the approval of the President j 



♦Includes one student* each year from one of the three University System 
caunpuses. , ^ ( 
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of the University: 

a. Shall prepare t;he bucjget for the State College, 
in coopeiration with thfe Vice Prefident-Treasurer 

b. Sheai pass upon all bil4.a and claima against the 
college and dtaw hia order upon the Vice President- 
Treasurer for the payiaent of approved bills 

c. Shall be responsible for the care of all college - ' 
buildings, grounder and equipment 

d. Shall recoTonend to the Personnel Committee of the Board 
of Trust;ees, individuals by name and qualification for 
faculty or prbfessional appointment, promotion, tenure, 
and salary adjustments. Shall approve all staff ap- 
pointments in the clerical and service categories - 

e. Shall, \ with the advice of the State College Senate 
I or faculty, establish such rules and regulations for 

the government of tha students, and for the general 
. work of the college as may be deemed wise 

' f.^ Shall be President of the State College Faculty 

. ■ - • 

9- - Shall approve All corgpilttees of the faculty or Senate, 

and he is ex-officio member of all committees of the Senate 

emd/or facfulty 

h* Shall promptly report to the Board of Trustees, any 
• ' • member of the faculty who shalj fail or neglect to per- 
form faithfully and eff actively, the duties of his office 

1. Slfeai make temper eu^ appointments in starff meiidbersjilp; 

such appointments shall be terminated upon action of the ' 

Board. ' 

6» ' OrgtMf>izational Chart . ^ 

The aaministrative organization of Plywoiith State College is shown 
^ ' graphically preceding this section. In the absence of the President, * 
thd Deem of the College^ the Dean of Student Affai^, or the Business 
Manager shall substitute for him in the order listed. 

" ' The MmlniStratlvo Coimcil ^ , ' • 

Members of ^ ^e President's Administrate?^ Council include the As- \ 
sistant to the President , Deem of the' College, Ddan gf^ Student ^Af- ' 
f<ilrs, Business Manager, Faculty Speaker, J'aculty Observer, .to Trustee 
meetings. Student Body President, ^lnd Pres^^ent of the gtudent. Senate-^ 
The Oouncllf meets weekly with the President , and such other IncdiXldualo^* 
as he tnay designate . for the consideration of a:«partlcul2u:^s\d:)jeat, to 
^ advise, assist, and cbordinate the institution's adminlGtrativo 

J management. ^ • : • ^ «. / ' . ' 

Rev. 7/1/74 * 
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F. Advisory Council 



Coittposed of the prlnclpetL administrators of the college, dfepaurtp^nt 
chairmen, elected members of the faculty. College Librarian, fRresident of' 
the Student Bo4y# Speaker pf the Student Senate, and students to equal 
the number of non-students (see Appendix A, By-Laws of the Faculty) , this 
council acts as an advisory body to the Pretiident and the faculty on 
m^ttfers of college policy. 



Adminl s trati ve Management * ' 

■ ■ • 

The President accomplishes his acfeiinistrative responsibilities through 
the Dean of the College, the Dean of Student Affairs, the Business Manager, 
and the Assistant to the Paxjsident. These officers of administration, 
their assistants, and their 2u:eas of primary interest are discussed in 
subsequent sertionB.* ^ ' j 

The College Faculty 

1. Under the leadership of the President of the Coliege and sub3ect always 
to the approval of the Board of Trustee^ of the University of New Hampshire, 

t t the Plymouth State College Faculty shall have legislative jurisdiction in 

all matters of student ^o^mment arid educational policy not otherwise 
prespribed by the Board of Trustees* of the University. . 

2. ^,The By-Lawa of t^he Faculty which include meiribership^ organization, and 
committee composition/ are provided in Appendix A, and a general descrip- 
tion of committee duties is included in Appendix B, * 

I. The draduate Faculty ^ , , 

The By-Laws of thd Graduate Faculty include membership, organization, 
and council knd sub-c^s^ittee composition,* and are to be ifound in Appendix 
Special rule? and rS<gulations governii^ graduate study are outlined ^ 



in the Enclosures to this appendix* 
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' , INSTRDCTIOtBVL AFFAIRS 

action III 

A. The Dean of the College 

« 

Under the iraaediatift supervision of th$ President, the Dean ot the 
" V " College: • . • ' ' , . 

1. Oversees and is generally res]&onsible fqr the instructional program 
of the college. 

2. Assists dn interviewing md recommending faculty personn^el, 

3. Establishes registration g^rocedures with the cooperation of the Dean 

r student Affairs ^ the Associate "Dean of In«t;ruction, and the Registrar, 

4. Tlolds individual and group conferences pn teaching^ problems and 
procfedures. ' , . * ' 

5. Acts ex-officio pn all*, faculty curiricultm committees arid administers 
curriculum changes approved by the faculty, administration and Board o^ 
Trustees. . < ^ * ^ ^ v, 

6. Presides at assemblies and other college fflnctions in the absence of 
the President and has college-widQ' authority in the President's absence 
or in such areas as the President may further designate. * ^ 

7. Assists in the organization and administration of in-service develop- 
mental activiti^ for the faculty • 

8. Assists in securing instructional materials and supplies ^ 

'9. IB responsible for^the administration of attendance at classed and 
assemb):ies and of the grading and wamir^^^ystem. jp» * ' \ 

10. Represents the college pn a number ofc the University System cpiincils 
and .coBinittees. v \ 

B. 'Th£ Associate Dean of Instruction 

Reporting to the Dean of the College, the. Associate Dean of Instruction: 

1. Devolbps th^ Bciiedule pf classes and assignment of faculty members ^ 
in cooperation with departiQent heads. 



2. Supervises collaterally with the Dean of the College classroom in-^ 
. structlon, particularly new faculty. 

3. Analyroa and reports on fap^^ty loads each semester, credits generated 
by depaurtments, etc, , ■ ? ' ' ^ ^ 

' V - ' ^ ! ^ • . • ^ ^ ■ . 
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4. Works collaterally with the Dean of the College in advising under- 
graduate students with respect to their programs. * i^ 

5. Works collat^aljLy with the Registrar' in terms of *!student records 
^and registration. ' ^ * 

H 6. Devi&lops undergraduate college catalog. ^ ^ " ^ 

7. Repfesents the College' on -a- number of l^versity. System committees 
which involve curriculfiu: improvement. : 

8. Encourages faculty research and, in conjunction with the Assistant to 
• the President^ maintains information aad files bn sources of . grant^unds . 

9. -Works with other deans the fouq^ation agent in recommending a 

few students for Danforth apd Other ■ foundation scholarships cohsideratioh.- 

10. AssiNsts the Dean of the College upon request in all aspects of th© 
Dean's work. Acts in the Dean of the College's palace when he/she is ab- 
sent and when emergency ^situations arise connected with ths^n struct ional 
progtam. " , ^ 

P . • . - . • 

C. The Associate Dqan of Instruction and' Director of Graduate Studies 

Reporting to .the Dean' of" the^l lege , the Afisocia^ Dean of Instruction . " 
and Director of Graduate Studieb will assCmie'the following. resQponsibilitios., 

1. .Directs graduate degre^ anji graduate non-ddgree programs (e.g.^^ 
teaching certification programs takon^a?. "non-degree graduate work). 

2. Advices and worJp with graduate students in the design of tl^oir 
initial programs. ) - . ' 

'3, Develops the »coI lege graduate catalog. ^ / , 

4. Performs those collateral topks ' assigned by the Dean of the College. 

5. Coordinates the contrract major (intex'disciplinary studies) unr'.or- 
gra0(3\iate program and ad^^ises students relative to that program. 

• V • ■ ' ■ ■ ' 

D. D eparitmental Organization v. - , ^ 

1. ^ dcjpartmental organization, with chairman appointed by the T^resident, 
has v^e following objectives! . . T ^ ^ 

a. ^X^ntinuous examination and imE)3rovement of instrucfciohal offerings 
ivithirt th0^department <ihd in r^elation to pther department/s 

b. Continuous evaluation of ef fectivpness of instru9tional technique's ' 
Ir^by each member of the 'department/ with, seiff-evaliiation^nd .growth bo- 

. ing the desired outcome. ' * 
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• c. Balanced ancj fair assl^ninents of Instnictionalr^ aSbiiinistratlve,, 
- and advisory Ibads within the bounds of practicality. . . , 

d. Coordinated and weil-docmented presentations of * departmehtai^ 
plans and budgetary requirements, through the department chairmen. 

'^e. Attraction, appoiatment, and alignment of well ^qualified - 
in^structiona^ staff members who ban work fconstructif^eXy with fellow 

staff workers-^ • " ' , \ 

\i /• • ' ... " . 

f. Cleasfly stated personnel pcsaicies. and regulat/Ipns concerning v-wdrk- 
ing conditions aigtd procedures. 



giT Effective interpretation of college philosdphy, procedures il ^ 
policies, and potehti£Lls to all interested groups. ^ 

•■• - ■ •/ 

h . Cont^inuous .examination and / improvement of methods ^ of evaluating 
and reporting student progress. 

2. In helping ^tb realize these ^l>jectives, the de^rtment 'chairmen, are ^ 
given the authority to do the ne^e^li^ary coordinating, supervising, counsel 
ing, recomnehding, biidgeting, requisitioning, etc., in order tiiat their 
depaortment may operate as effectively as possible, within limits of over- 
all college policy* ' \ 

3 . The departmei^t chai^noaen az^ members jof ' tiie Advisory^ouncil (see 
Section I.) The .current departments and their chairmen are? 




Chairman 



/ Art > , Mary C. Taylor / :' 

, ^ Business^ Ite g is Ai ll e yn e c O^^^^ Ae/ir^ . 

Education V Nprton R. Bagley 

^ Engl^ish , * Richard E. Sanderson ^ 

^ • Foreign Languages Madie W. Barrett ^ 

Mathematics Eldwin A. Wixsoh 

JSusic ' ^ Earl Nojwood 

^ iPhilosophy^ Robert E. O'Neill 

Physical Education Douglas Wiseman 

Psychology . William R. Wimsatt i " ' 

Science Mark T. Sylvestre 

Social Science ' David €■ S witao r /?7^^^g^ /^^/^f^e^-J/ 

E. The Director of Continuing Education 

Reporting to the Dean of the College , the Director of Continuing Edu- 
cation plans, organizes, cuid directs the Summer Session, Evening Division, 
and Inte:^ progirams. In addition, he is responsible for the overall 
planning and administration of those conferences, workshops, and short 
.courses which bring visitors to the campus • ^ 

^ ■ ^■ 
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p. The Director of Student Teaching ^ 

He ;is^ responsible for the selection of competent supervising teartiets in 
cooperating schools of the State eu^ arranging for the placesient of stu- 
'^dent teachers with t^em. The Director makes perit)diG visits to "cooperating 
schools, and confers with the school authorities*. He* supervises^ and directs 
the. activities of "other college staff members assigned to field super- 
vision of stydent teachers and coordinates the prograins of 'bf f-campus 
student teaching^ He may have direct responsibility f o^^ supervision of ^ 
some student teachers. He also assists in recruiting students in the 
high schools and in placing gjraduates in- teaching, posit ions. - 

G. The College Librarian ^ ^ ^ s , 

The ^college Iiij}>rarian is responsible for the* organization and functioning^ 
of the Lamson Litreury. . 

^ . ^ 

1 . LdLbrary ' Resources : . . ' - . 

With a book collection of over 130,000 volumes, the ^lle^ library 
is maintained to provide library service for the entire dollege com-, 
munity. The library ^also sxibscribes to a wide spectrum of periodicals 
* and newspapers . Examples of other materials available in the libra^ 
are curriculvim laboratory texts,. outlines, kits, machines, phonbgrapR^ 
records, filialoops, slides, pictures, pamphlets, college catalogs, ' ^ 
microforms including a subscription to all ERIC documents. In addition 
to a well-established collection of general reference works, index, 
abstract and bibliqgraphy holdings enable the college community to 
take advantage of ^e close (Reoperation among; the three units of the 
" University of New Haxnpshire, member college libraries ^f the New 
Hampshire College and University Coiancil, and other inter-library 
loan sources throughout Sew Hampshire arid elsey^ere. Please refer to 
the Library Handbook, available in the library, for detailed inforiflk- 
,tion describing the library poilection and the use of materials. 

2. Reserve Bdoks: 

a. Faculty members are ur^ed to follow the suggestions of the 
Public Services Librarian for selecting titles to be placed on re- ' 
serve and to cooperate in using the procedure established. Only 
those titles from which a definite assignment has been xaadh to an 
entire clasfe. should be^ placed on reserve, and if such an assignment 
is made, care shoulc^^be tSken to ensure that the library will b^ 
prepared to meet the requests.* If books are placed on reserve and 
not used by student^ other students are deprived of their use during 

'the period, howeVer, inadequate notice to the* libraty allows titles 
to be borrowed in the normal way and thus many others needing them 
are denied their .use • ^ 

b. At least TWO WEEKS notice mijst be given ;Ln order to locate books 
^ and retrieve those already in circulation. Forms to be used will be 

placed in all faculty mailboxes before the beginning of each semester 
and are always av^ilcd^le upon request. 
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» c. All faculty meinbers are strongly ijr^ed to provide their stud^ts 

with bibliographically correct lists ^f titles they have placed pn 
• reserve. In addition, careful consi<^eration should be given to the* ^ 

/borrpwingL period necessary to ensure/reserve books being used more. - ^' 
judiciously. Please read the section on reserve books in the Libraury 
Handbook describing library use onl^, overnight, one-week, and three- 
> day reserves. No deviation will b^ made from these four designations.. 

3. Requests for Purchase of Library B^terials: ^ j * 

a» Suggestions from faculty members are welcomed and urged in or^erv-^ 
to use the expertise of scholarship in building a quality library 
collection. Request forms are availably and should be sent to the ^ 
^ Acquisitions Librarian for the purchase of all types of materials \ 
.available in the library. Please feel^ree to discuss the collection ^ 

at any time with the College Librarian. 

• ' • ■ 

b. More detailed information of ^concern to faculty members is 
contained in the "Information for Faculty" section of the Libraty 
Handbook. * 

^ H. jPhe Director , of Media Services ♦ 

The Director of r^edia Services is. responsible to the Dean of\the College 
for the operation of the Media Servi^s Production Laboratory, the media 
services television facil^ity, the instructional media program, and as- ^ 
3ociated media services'. \ / 

\ V. Thk instructional media program is designed to provide ec^ipment " 
^ and services for the college faculty to use as adds in teaching, 
and to Remonstrate classroom teaching aid potential. 

a. tfliild^iodost college classrooms are equipped with screens and 
overheat^ projectors, additional projection and audio equipment 
such as filmstrip, moving picture, slide and film loop projectors, 

V ^ record players, and tape recorders are stored in equipment cabinets 

\ in each classroom building., and are available to the faculty on a 
short-term basis. * 

b. This equipment is controlled by the classroom Kuilding secretary, 
who will provide the keys to equipment cabinets. The equijwnent is 
also available to students for *class' use if the student produc^ a 

\ ^ slip signed by responsible faculty member* , , , 

\ ^ ^ j « . . 

c. If items are needed for an extended period of time , or special 
equipment is needed, the equif^ent is available at the Media Services ^ 
Production Laboratory or the television facility in Boyd Hall. This , 

• Equipment is also available, for student use upon written request by 
the faqulty member-. • ^ ^ 

d. Production,^ television, darlcroom, and graphics facilities are 
also available to faculty members, and. specialists will' assfist; in 
the use of these facilities cmd in the production jgf instructional 

aids. » ' :^ : ^ 

e. A speciaA multi-i^'edia inst€uLlation is provided in' Boyd Hall^ Room 
120, for remote rear projection of slides, film strips, Sand motion 
pictures, with special provision? for reel-to-reel and cassette re- 
cording and play-back. / • 
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. 2. Media Services is also responsible for teaching courses in instructional 
media and presentations relating to the use of media in education for teach 
ing methods courses. *^ 

, 3. Associated media services include consultation with, staff and faculty 
on media-related information and services: to include purchasing, design 
of catalogs and pamphlets, identification cards, sound systems, closed 
circuit" anri community cable- television. ' * . ' 

- 4. In cooperation with* the Library,- assistance is ghven in the production 
. of material to be used on the remote access, dial information system. 



r 

5. Amplification of these services is provided in the Media Services Fac- 
ulty H^dbook. ' ' . 

I. The Director of Cdmputational Services 

1. The Director of Computational Nservices : 
/ ^a. Plans, administers and organizes computational services for the* 

College. • . 

b. Manages systems analysis and programming, data control, computer 
center operations, and personnel, ' " 

c. Responsible for providing professional services for feasibility. ^ 
studies, systems analysis ^d desicm, and hardware and. Software. 

Interprets and applies college and taniversity policies and objectives 
regardina computing activities. 

2. The Dirl^ctor is responsible for the computational service activities and 
for coordinating these activities within the College and with other mem- 
bers of the University System, training and managing subordinates, report- 
ing to upper management on data processing affairs, and dealing with per- 

. " sonnel, * administrative and opq^rations problems. This position calls for 
departmental policy making, budget plannina and control activities, eouip- 
ment selection,- and overall organization and planning, for departmental 
functions and needs. He/she has responsibility for evaluating nev/ tech- 
nological advances, developing more efficient methods, and developing 
manaaerial and technical taient in tHe staff. 

J . Director of Academic Computing 

1.. As a member of the Business Department faculty, teach computer-oriented 
courses or segments of courses. ^ 

2. Aid in acquisition, development, 'or customizing material^ for faculty who 
are incorporating computer usage into their courses. ' ' \ 

- 3. contribute to a program of short courses or workshops for training fac- 
ulty and students in the use of terminals and" specialized software. 

\ 

4. Produce or aid in the production of brochures, pamphlets, etg. , to aid * 
in the instruction of computer use. 

' K.% MeiT^ers of the Faculty 

The general responsibilities of faculty members, are as enumerated below, 

1. The first responsibility of ev.ery individual facultv member at Plymouth > 
State College includes thd- promotion of the welfare of the college 
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as a whole, loyalty to its administration and other .fa<fculty members , 
aiVd exemplary conduct always in relation to the student body. Friend- ' 
liness on the part of faculty members toward •other faculty member^s^cl 
toward students is always desirable. This does not preclude the ri^ljt 
vand jresponsibility of faculty members to criticize on as objective a 
basis as possible, present programs o^ ways of operation of th6%Oollege^r 
and to tecommend improvements. 

.2. Each facU^*:y member sjiould feel t^idt he or she is a part ot the ^tal 
college community. In. relationship with the public, the manner in which 
faculty members speak of the College £md its program will help to deter- 
mine th^ regard New Hamtpshire will have 'for the "College. 

3. In.. connection with student discipline, each faculty member ' should 
recognize that he/she bear?^ some responsibility for good standards of be- 
havior on the part of the student body . A faculty member noting an in- ^ 
fringement of the College rules, destruction of property, or ^conlduct not 
reflecting credit on the College, should .speak quietly and unobtrusively 
to the student concerned. Serious incidents should be reported to the 
student personnel deans. Shared responsibility without "trouble hunting" 
should be the "guiding' principle. / ^ 

* 

4. For policies pertaining to faculty advising of the individual student 
and those policies goven^in'g advising student orgemizations, see Para- 
graphs E and F, Section IV. 



Stxfdent Grading and Evaluation ' 



1. Letter Grades . 

/ . ■ ■ ^ , ' " 

The faculty has adopted a letter system of final grades. A, B, C, D, 
and F represent . leveJ^ of achievement. ^Ehe basis for determining a 
grade is the relative ejctent to which the student has achieved the ob- 
jectives of* the course. Outstanding achievement of the objectives of 
the course will be symbolized by a grade of A. Very good achievement 
is symbolized by B. \ A grade of C represents fair performance. A grade 
of D indicates the meeting of the minimum requirements of a course* F is 
a failing grade. A student should maintain a C average in order to re- 
main as a student in good- standing in the College; In the event that a 
student withdraws from college, the record should show "withdrawal" and 
grade at time of withdrawal, if in class a sufficient length, of time to 
so determine. If not, a W/X is recorded, j 

2. Incomplete " . - - 

A grade of incomplete (IC) may be entered on a record at the discretion 
of the course instructor when a 'student has not been able to complete the 
recjuirements of a specific cfbursie. Conditions for the removal of the in- 
' complete will be determined by the course instructor in consultation with 
the student. A student may, at ^hiS' or her discretion, elect to remove .an 
IC notation by • reenrolling in the course in which the incomplete was re- 
ceived, whether with the . same instructor or emother, and dompleting^Hhe 
requirements of the course -satisfactorily. There is no time limit with- 
in which a grade of IC must be eliminated from a student's transcript ex- 
cept as imposed by the instructor. ' ^ , 
/• ^ . ^ • 
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d. The final, grade roster should ^be iwurked by the instructor as IC. 

e. "Permission to Grant Grade- of Incomplete" forms are available in 

. the Registrar's QfficeJ , ' . . 

3. Pass-Not Pass pptions ■ \ 

" la addition to activity courses for, non-majors in Physic2J. Education, a 
"student is allowed * to 'tatke a grand total of 18 credits from th^ sopho- 
more through the senior year on a "pass'' "not pass" basis. Required' 
• , courses in -the major field are' excluded, but not major field electives. 
* Also, excluded from' the "pass" - "htft pass" option are those profcs- 
ig^iona]> courses' (educaiiional requirements) for students in teacher prepa- 
ration. - * • * . , • 

A' student desiring to^take a course on a 'Ipassjf^ "not pass" basis 
must noti-fy the Registra;r. Under present policy i the instructor may *" 
discuss the matter with the student, but sjaould not b^ infonhed of the 
student's final decisions The Registrar will signify a. passing grade 
on the grade reports for those students who have, obtained a "O" or 
better in courses tak^n on the "pass" - "not pass"- basis .^v' 

4. Scholastic Warnings '^^ 1\ 

a. A system of scholastic warnings is used as a means of Informing the 
student' that his academic progress is unsatisfactory. All grades below 
C dire reported. Warnings may be submitted' in cases in which the in- 
structor feels that a student is not achieving the success that he 
should. In general, these are issued at mid-semester, but they may be 

"submitted ab any time. It is tiot good public relations to fail a stu-, 
dent without prior warning to that student £md his advidor. 

b. The W2urning consists of the academic standing of the student in a 
course with the reasons for his <jrad^ presented by ttie instructor. 
Copies cire sent to the student and his advisor. The stXKSent may be 
quired to consult with his instructor^nd advisor, and the responsibdfli 
ty for the improvement of his wqrk rests with the student. The adyxsor 
is requested to make a note of the conference with plans for ifmp 
ment on the back of the warning slip. All warnings. should, be returned 
to the office of the Registrar. (For the policies pertaining to 
faculty advising of the individual student, see Section IV, f.) 

5. Removing Course Deficiencies 

If a student has failed a .required course, it should be^repeated in the 
first semester that it is subsequently offered*^ Any ^udent who fails 
a course may repeat that course emytime prior to graduation. The formei 
credits and grade points will be deleted from his jdumulative. record, 
but the grade with a line drawn or marked througl^'^ it will still show, 
and the repeated course will be added. ^ 
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Graduate Evaluations 



•At the end of each semester , faculty ntembers will evaluate the work 
of each graduate^ student in his olrass^. Ev^iluations^are. made on forms 
provided with the grade report sheet, and are submitted to tihe^Regisj 
trar along wjLth the grade report sheet. S-^o^rf^nih 

Student Record Ent^ries > 



a. Since a single letter grade does not teli the whole story <5f a 
semester's achievement, faculty members eure encouraged to fil6 itiemo- 
randa regarding the accomp Irishmen ts. of students in the student 
sonnel folders. Conferences with students concerning the evaluations 
mad9 of t^eir achievement are aldo^encQura^ed. 

b. Standardized test results, attendance records^ anecdotal ref>orts 
from faculty members, and other. data beoocne a part of a student's 
record and are usdd to help determine his success .in achieving the ob-. 
jecti^ves of the college'. • 

Final Examinations 2^d Grades^ * * , ' ' * 

a. Although a final examination period is provided at the end of each 
semester, it is not ^mandatoiy for an instructor to give a final exam** 
ination. Since the final eitamination period was instituted because of 
a large faculty#vote in its favor, em instructor should weigh carefully 
)a decision not ,to give a final examination. If he^ does not give a ' 
final examination^ he i^ expected to meet his class and plan a worth- 
while activity '-^3C the class during the final examination period. 

^ b. Final grade! should not be given by individual faculty members to 
students prior to submitting them to the Registrar. Final grade re- ) 
ports are to be given only via the grade report forrS which comes from 
the Registrar's office. The Registreir will mail grade reports to stu- 
dents as quickly as possible. To facilitate this mailing, the Regis- 
trar's office will refuse to announce grades in answer to telephoned 
or personal inquiries. 



9. Ending of College Year 



a. Because ^ confirmed list of seniors must be approved by the Board 
of Trustees, invitations sent, honor grades computed, and lists of 
graduates printed ^^final grades for seniors must be turne^*"in three 
days prio r to Commencement. 

\ ' Q 

b. As maximum cTass attendance is particularly desired during the last- 
month of the college year, all off-campus activities of groupn nched- 
uled during the day should cease during this period with the exception 
of the necessary scheduled sports. 



c. For policies on f^eld trips planned for the last month of the col- 
lege year, see Paragraph K, this section. 
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10. Recording and Mndnistering 

a. It is the responsibility of all stiidents to maintain satisfactory 
class, attendzmce. The student is urged to recognize the importzmce pf 
)iis participation in cla^s activities # and to become aware that nls 
adhievement an^ preparati6n may be jeopardized by his frequent ab- 
sence. Unle'Ss o^erwise stated in this policy # It is \jie option of ^ 

the instructor to determine the attendance*" policy fq;c his classes i*nd- 
to decid^ when he will allow students to make up pol^tions or all, of ^ \ 
the work missed; however, in the case* of college-sponsored activ:^jty 
absences, students will be allowed to make up such por^ona of work 
missed as^the instructor de^s ^easib^le. ^ ' 

b. Student teachers are subject to the 8am6 attendance rules as the 
regularly employed* ^pervi^irig teachers > within the bounds of the 
college calendar. Absences beibause of sickness of the individual 
himself or his family can b^' excusfed by the principal or superin-' 

**ten4ent 'of schbols. i&sences f or ^pther C2^use8 will have to be agreed 
^ upon, jointly by principal or supe^ntendent artd €he college' Director 
^ of Studc^nt Teeu:hing. \, ' ^.^^ ^ ^ 

^j^^ * ^ % c. since freshmen sometimes expef fence difficulty in meeting* standards 

those who receive two or mor6 D or F warmings during either sCTiester 

Se strongly encoiiraged to attend all classes during the reinedlnder of 
e semester in which the warnings are^ir^ceived . The Registjrar will 
i|umish department chairmen, with a list of freshmen receiving two or 
ntere D or P warnings, and they will circulate the list to appropriate 
^culty^memb^rs. The faculty are requested to hotify the Dean of the 
College of any subsequent ybexcused absences on the part of these stu- . ' \ 
dents. Faculty members will take ,at6^dance o^ such freshmen and re«-' 
port the numbpr of . their absences to the Registrar on the grade r-eport 
^ sheets at the end or the semester. , . , 

* ''^rv ^ t. 

11. College Level Examination few Credit I ' • 

A student may examine out of up<to thirty semester hours of courses 
with credit subjq;,^ to the decision of the department with the con«- 
sent of an Instrucltional dean. To do this, he must petition the 
chairman aS-^e department offering the course and the department 
shall Select or prepaire a test satis factojry" to that department. 
The department shall determine the standards for successful coippletion 
2xam;jittation and the department ' s chairman shall certify the 

^ to an. instructional dean. When department or other college 

^ pes^onnel prepare or administer thq examinatior^ a fed of $5.o6 per 

rse credit hdur will be charged, payable in advances If the credit * 
be granted is not included as part of a student's onegular course 
rollment, a fee of $10,00 per credit hour will be charged subsequent 
le successful completion of the examination, bujt prior to the 
grafting of the credits. v y / > ^ c'-^^-c^^ 

M. Faculty Attendance Policies ^ ^ / ^ 

/ yA> 

1. Cl2iS8e8 and Committee Meetings. . „ // 

\ . ' ' 
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a. Staff members are expected to he present and on time for their, 
obligations in meeting classes and atten^ng committee meetings. In 
case of unavoidable absence from or delay in getting to class, the 
department chairman and the Deam/of the (3611ege should be notified, 
if possible, so that some* substitute arrangement can be made for the 
class. 

b. When an instructor has permission to be absent from campus during 
a regularly scheduled class time, he>should insure* that th<? department 
chairman and beam of the College have been informed and tha^t suitable 
arrangements for the Class have been made. Elach faculty member should 
establish clad^ assignments 5arly in the semester to insure tfiat the 
class con continue to meejt hnd function even in his emergency absence. 

c. In addition to the above procedure, each faculty membefr will com* 
ply with ^e following: ,! - , . 

(1) lipmediately upon return to cljaty following an illness^ obtedLn 
an Application for Leave f^rm from the secretary of the Dean of 
the College. . ^ 

(2) Complete the form and submit it to the Dean of the Collegp t-"' 
^immediately. / ^ P , " ' . 

(3) For purpose ||e determining length of time for sick leave, the 
following ea^2ui^les are offered: 

^ \. (a) 2d>sent from college all day, but scheduled for • 
^ classes in either the forenoon or afternoon - 1/2 day 
sick leave ' . 

' (b) absent from college all day, and ^scheduled for one or ' 

more classes or laboratories in the., forenoon and afternoon 
1 day sick leave 4 

(c) illness for any part of a day when classes eure not 
scheduled - no sick leave 

2. Meetings of the Faculty ^ 

/ As a general rulq, meetings of the faculty are held at 3:30 p.m. the 
[ first Wednesday of pach month. Faculty meinbers should place this 
\ obligation onr their calendars and avoid ponf licts with this date y 
'since it is important that all members be in attendimce. /hr (fr^a^(J<K 

» 3. Faculty Office Hours ^ 

* Each college faculty member is expected to be in his office at least 
four hom^s weekly for consultation with students , advisees , and oth- 
ers* A schedule of * these hours should be posted on or near the office 

door and a copy of the schedule given to the Dean of the College . 

• ♦ 
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4* C3oinroenceroent and All-College Convipcations 

All faculty inembera participate in the Commencement ceremony, the 
^ Last Convocation, and other scheduled all-college convocations. 

JJfcpr Convocajtion Programs 

Each yeAr the college schedules a series -of special convocations wit^i 
varied aims. Some are educational, some are entertaining, an^l»8p^me 
further varioub campus interests. Students and faculty are encouraged 
to attend air convocations. • /-^ • ♦ 

6* Participation in College Activities ' 

Faculty members are encQiaraged to attend the va;rious activities of ^ 
the college, such as dramatic j^rf ormances , cdhcerts, lectures, and* 
QtKXetic contests. Because the college i6 seeking jto develop a 
broadly interested and informed student body, it is highly desirable 
: 4:hat faculty members' demonstrate a similar interest, both in the stu- 
dents and ijfi their social and cultural activities. Attendance for 
staff members arid families/at most college events, unless it is a spe- 
cial furid raising benefit performance, ii3 without charge. Identifica- 
tion cards for family members may be'^eecured from the Administrative ^ . 
* Assistant for Business. 

N. Field Trips 

1* Approval for field trips should be secured from both the department 
chairman - and i:he Dean of th^ College. The instructor is asked to turn in 
to the Registrar at least t(hree days in advance of the trip, an alphabetical 
list of the names of student^^hb are to be absent, the date and time Jofi 
the trip, the person in. charge, and the destination. Copies of this list 
will be made by the Registrar's office and sent to classroom buildings for 
posting. Arrangement^ for transportation and travel expenses must be made 
at the Business Office well in advance of the scheduled trip . The in- 
structor should contact the Food Service Manager well in advance concerning 
plcins for feeding the group* " . „ ^ J • 

V 

2. It is not desirable to schedule ^ield trips two weeks before- final' ^ . 
examinations; however, the Dean of the College may grafft permission during 
these times if he and the department chairman deem the trip a valuable edu- 
xr^^tional experience for the student. 

» t. ^len an educational trip for a class is approved by the Dean of the 
Collegev-the college will pay the necessary costs. When individuals or 
groups eure selected to represent the college on official trips, such as 
varsity teams, music or dramatic groups, delegates to conventions, etc.^ the 
college will pay the necessary costs. When voluntary groups, clubs, etc., - 
plan and carry out trips, it shall be at the expense of the individuals' go* 
ing-'or the group authorizing the trip as a gSroup activity. If college cars 
or busses are available for such trips and are authorized for use, the group 
shall be charged on ajnileage basis for such use. 
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0. Faculty Evaluation by Stiidents 

New faculty members ^e urged to* contact their department^hairmarf fot* 
copies of the forma for student evaluation of vindividuai faculty members. 

.See, ^nc/osuR^ ^ 9-0 /^^/^eA^.'K' C, 
P. Contiquinq Education Policies 

' 1. ^ Extension 

In "providing extension courses, the colle'ge io^ attempting to respond to 
requests and perform^ servlcfe-for those who eeek further education. In- 
» . struqtion is offered only where need is demonstrated emd where our re- 
sources permit.' The following policies are involved in conducting such 
extension pfferingg^- , . ' , - 

a. A faculty member inijerested in teaching extension courses shpjald, 
5o inform his depa^rtmfent chairman and ^e Director^of Continuing Edu*- 
cation in writing, listing the Courses which might be offered. The 
Director of Cpntinuing Education will make the final decision 05 in- 
structors and courses to be offered^ . * • / * 

» * 

b. Periodically, a questionnaire is sent to superintendents and prin- 
cipals to determine teacher needs for instruct;;Lon, A list, of possible 
opej^ings is then prepared on the basis of need by geographical area. 

c. Usually, extension course assignments should be, part of an in- 
structor's normal Toad, but occasionally because of staff shqftages^ 
they must be handled on*an overload basis. 

d. In most cases, faculty members will not be permitted to conduct 
more than one extension course in a semester on an oVi&rload basis* 

e. Simply because a course is offered in the XTontinuing Bdtication 
Catalog does not moan that the course will continue. The initial 
meeting or continuation of any extension courso is contingent upon 
adequate paid enrollments. Occasionally, fop, reasons deemed valid 
by the Dltector of Continuing tk^ucatibjpi, a course v^ich does not 
have the minimum enrollment may be continued. * 

f . The final deciision as to whether or not a course wilj. be offered 
or .continued, rests with the Director of Continuing Education and his 
superiors. * 

g. Normally, regular full-time students* will not take exterlsion 
courses. In some special , oases , howevep, permission to enroll in ex^ . 
tension may be granted by m instructional dem who will also de- 
termine the method of payment for the course. 

h. Transportation of the instructor to off-campus sites will usually 
be accon^lished in college-owned vehicles. Arranc|ements for use of 
college cars should be made through the secretary of the maintenance 
department. If it is rieces^ry to. use a private vehicle, the usual 
mileage allowance will be m2Lde. - ' 
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!• Extension courses will normally be^ conducted irf the l<ite after- 
rfoon or evening* this'^ determination involves: . (a) desires of^ the 
-group, (b) ayiiiedjill^y of ins^ctor, (c) re^lar "college obliga- 
tlohs of in8tz:uctor, e.g., faculty meetings, conmUttee meetings, 
coaching, scheduled classes, etc. ^ ' * 

When the time of meetings, ijcicluding transportation time, includes 
the normal meal hour, meed allowance covering actual expense, 'not to 
exceed $3.50 for lunch or $5. 00 for dinner may be authorised. 

j. continuing Education classes will meet a iiinimunv, of 15 hours for 
each -hour of credit. **Doubliiur-up" of sessJpns on the sdbne day is 
hot desirable. The current Continuing Education Catalog should %be 
consulted to determine fees «nd whether or not both giraduate and 
undergraduate credit may' be eeumed. . 

k. Grading 'the wprk of e^jrtrenslbn course studei>ts should be on the 
8a]||ie basis as that enjoyed qn cangpus with full-time students and 
deadi^lnea for grades tee the same. '. (See'^Paragraph I, this Section.) 
Adequate provision should be made for graduate students to demonstrate 
the high level 'of work which is normally expc^cted ^t this level. * 

1. Registration infoirmation will be made available by the Eegistr2ur. 
prior to the first meeting of the class. - . * 

m. Questions relative t6 the extension' service oi^ the college^ should 
be. referred to the Director of Continuing feducation. Individual in- 
structors should be especially careful that requests for courses are 
referred to the Director of Continuing Education and' that such re- 
quests arise from interested potential students or frcxn a^bnlnistra-* 
tors without suggestions from the instrjictoj: conceimed. / 



n. Payment for ootirses will be announced in advance of contract 
sighing. ^ . . ^ ^" 

2. Sumner Sessions 

a. Rummer session offerings are planned and offered on much the same 
basis as extension coiurses. Presently # summer sessions must be self- 
suppcqrting and ^nployment of regular college faculty members will de- 
pend upon the need for their se^rvices, their availability, and their 
^competence in the offerings involved. 
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Eaqp^rimental \ t:ourse Franchise . " r 

1. De^infition^^Df the Experimental Course , 

The, College Cur riculvmi Committee, under the experimental course 
franchise ^sponsors an' experimental ci<|urse thrpugh its first of- . - 
f Bring without a regulair pgevlew by the Committee. Instead, the 
Committee examines tbe course ^rits- in a review upon the close 
of the course.. ' The procedure requires- thert: a professor,, a chairman, 
and a dean act* in^ehalf ofr' the Cuirriculym Committee in. , evaluating 
and- endorsing an experimental course proposal, at the same time 
identifying the pfourse as onl" whicl/ falls within the domain^of-^he 
experimental course franchise. An experimental course may be one 
which lies outside the area of an already established course, either 
in terms of perspective, subject matter, or audience. , 

2. The Experimental Course Proposal Form . ^ 

An experimelrital course proposal must be submitted for ^^ach offering 
of em e^erimental course. The form presents title? description, 
audiences^ ,ancj instruments to be employed in the offering of the 
course. • Additional data such as registration, as well as historical^ 
and fiscal • resource information, £ire provided along with indorsements 
By a prof^s3dr, chairmah, andTdean. ^ ' 

3. Timetable , " 

An experimental course may be approved for offering no later than 
two weeks prior to preregist ration for a regular tern? in which the 
cdursd would be offered. Offerings of the Division of Continuing 
Education may require some adjildstment in. this schedule. An evalua- 
tion is conducted diijring the offering, and an experimental course re- 
port is presented at the first Curriculum Committee meeting following 
the course. ^ * ^ * , 

4. Eval\;iation v 

Tiie professor is required to evaluate t-he experimental offering as 
^ course rather than as a teaching performance, using instmments 
defined by- the Committee along with any other evaluation methods 
selected by the professor. The professor digests these evaluation^ 
and then transmits his Aer recommendation to the department chairman 
on the experimental course repott. This report is published by the 
divisional rej^r^sentative at a meeting of the Curriculum Committee. The 
committee then makes its recoiranendations according to Paragraph 6 below. 

5. Reporting^ ^ . . ^ 

In using trhe experimental franchise, the professor incurs a responsi- 
bility to report through his Aer divisione^l representative, the outcome 
of the experiment. For this purpose, the Experiment al Course Report is 
used. The form digests reactions of students, professor, and chairman. 

III-14a, . ' . . * 
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The Mf^rt must be presented to the- Curriqulum COiranit?tee in .j.tflu first 
meting following the closely -the course/ whereupon the Curriculum 
CoJttittQe may makel^ne of the four jrecommendaitions listed -in 6 beloyt, , 
subject to a traditibnal review by the fadulty and. the admini^|tration# 

A lo^ Of e;^eriinentil courses identifying t^iose thus far reported ^ 
and. tkose still to be' reported^ is in^ntad.ned by. the R^gi^trar of the , 
CoUege,; t * . ^ ' 4 • ^ * 

6. Possible Recommenda^prls ' * * a '- 

' The Curricnllufhi doir^ittee^may inakQ one of the follpwing four recom^nff-* 
tions subj^ect to . the ordinary review of the 'faculty * and admini^liafeit^^ 

Continue the, initial experimerttal course through a, second • 
expdriinent^l offering, witli tlSe time for that second offering " 
specified f , y * 

b: Convert the cotarse from its experimental status to t|i.at of a 

regular offering of the Day Division, lliis option wotild requirja 

a new course proposal specifying, for example, a >che.dulQ of semester 

al'.ernationsj ' 

k . , . , ■ . 

\^ c. Convert the cotirse from 2m experimental off SWng to a non-»- listed 
offering of tlie Division of Continuing Educatiol©. ^ 

* • o , > ■ 

d. Conclude tlie experiment with duQ recognition to^the faculty member 
for innovative ^exploration. ' 
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STUDENT APPilIRS ' 
Section IV ' ^ ^ 

\ A. The Dean of Student Affairs v 

• * • ^ ««- . 

' s^dent personnel program is directed by the Dean of Student Affair* 

" ^o that faculty members may be familiar with the services rendered by . 
this office, the responsibilities of the, Dean are enumerated below: ssf* 

1. Assists in selection and recaruitment of degree candidates. Is 
responsible for admissions procedures within policies s^t up by the 
Bdard of Trustees while delegating the operation of the Admissions 
^fice to tJie D^ector of Admissions. ^ 

2. - Is responsible for registration procedures and the maintendihce of 
records while delegating the operation of the office to the Registrar. 

3. Is responsible for the new student orientation program. 

4. Organizes and directs a student personnel program in which each 
.student is assigned a faculty member to' serve as his advisor. 

5. Assists faculty advisors in becoming more competent in this' role. 

6. Supervises the work and programs of the De^n of Men and the Dean 
of Women. , . ' ' , ' 

7. Vtorks with students referred from any source^ and is available to 
all who seek pr need the assistance that can be given by a skilled 
guidahoe ^tecialist. • 

,8. Directs guidance and testing activities sponsored by the college. 

9. Confers with parehts regarding the adjustment oi students at the 
college. ' . 



10. T%>rks^ith dormitory stpervisors, college physiSii and nurses, 
and security officers in the pjromotion of the general health/knd wel- 

^ fare of studer^ts at the college. • ^ . • 

11. Directs^ the financial assistance program, including requesiis for 
scholarships, grants, loans, and part-time employment. ' ^ 

12. ^s responsible for the placement program to serve stud^tS, gradu- 
ates^ and employerVwhile delegating the operation of the office to 
the Director of Care^ Counseling and Placement. 

13. Is in general <;harge of standards of cofiduct for and discipline 
of students. ^ 

14. Provides administrative direction and supervision for campus secu- 
rity officers in ipafegxiarding college property and personnel. 

15. Serves as ex-officio advisor to the Student SeliatC^'"^ 
rev. 7/1/74 ' • . IV-1 . ... 



B. As so elate Dean of Stvldent Affairs ' 

, [ — — -.^^ _ , 

A primary function of the Associate Dean is to direct and coordinate 
the cQllege .housing program, including the supervision of all residence 
Mn staff persormel. under the supervisdo|i of the Dean of Student Af- 
fairs, the dean enforces college rules and regulations, in coi^jimction 
with the college judiciary system. This individual's responsibilities 
^ involve counselixjg and advising students on both an individual and 
group basis. The dean maintains pertinent records and conducts ap- 
propriate reseai;ch to assure' Operational effectiveness. Other ad hoc 
and continuing responsibilities must be assumed which appear to best 
serve the college cpmmunity. . ^ 

C. The Registrar . ' 

1. The Registraz; maintains all student persoimel recor<^s and issues 
trahscripts.. Grade report sheets^ anecdotal repor.ts, rating scales, 
attendance reports, graduate evaluations, etc., cire filed in this office. 

^. All ^student record folders must remain in the s^dministration build- 
ing and m^ist be obtained from and returned to the Registrar. Their con\ 
tents should be treated with the highest degre;.e of confidence expected of 
a professional person. ' - 

D. The Director^of Admissions / ^ 



^The Director of Admissions has the iinme^iate responsibility fot all 
admissions to the bollege,^ and has the major responsibility for the 
'recruitment program. He/she is als6 the American Testing Supervisor. 
.He/she . works with foreigi^ students as governmental liaison. 



Director of the ^ College Uhion 



The Director has immediate responsibility for the operation and super- 
vision <5f the College Union. The Director also provides the administra- 
tive coordination ahd planning §or student activities and cultural pro- 
gramming and servers as ex-of ficio^advisor jbo various programming 
organizations. ^ * ^ , 

The Director of Career . Cotuise ling and Placement 

The Director of Career Counseling and Placement has responsibility for 
providing continuing assistance to students throughout their years at 
Plymouth an making the transition from college to professional employ- 
ment by counseling and advising with career decisions. Directs place- 
ment operation, assists students with part-time and siammer employment, 
an4 coordinates the New Student Orientation Program. 
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Faculty Advisors to «ie Individual Stpdent 



1. Most roeinbers of the <!x)llfege faculty will b6 asked to, serve as fac- 
ulty advisors, and tOie Success of the student personnel program hinges 
on the extent to vrtiich these faculty advisors carry out their responsi- 
bilities, m general, it is the task of the faculty advisor to help the 
student to relate his academic experience to his personal ne^ds and po- 
tentialities . The following list of responsibilities suggests sori^s o€ 
the function^ an advisor should perform: 

a. Registration and Program ^Planning: 

' f ^ 
^ (1) To help the studei^t feel welcome and to take his place 

rin college life. / 

(2) T^ estf9i>lish a basis of contact with the student upon 
whichN personnel procedures may be develcqped.^ 



(3) To give general information relativJ to college life and 
college problems. « \. 

(4) To be certain that the student is familiar with proce- 
dures emd regulations relative to curricula offered, require- 
ments for graduation, required courses and electives, content 
and values of specific courses. 

(5) To assist the student in conpleting the routine of, 
registration . 

b. Scholastic Adjustment 

(1) To^discuss with the student his reasons and purposes in 
attending college.^ \ 

(2) To reconcile tl;iis college and its offerings with the stu- 
dent in terms of his abilities, needs artd interests. 

• (3) To assist the student in evaluation of his scholastic 
strengths an^ weaknesses and plans tor improvement. 

(4) To analyze with the student his personal efficiency in 
study with attention to individual energy and healthy 

(5) To use available resources to. discover the character and 
quality of the student's scholastic achievement in relation to 
his mental abillS^. 

2. In addition to advising on program pleuining emd scholastic adjust- 
ment, advisors may be sought out by 'students and asked to provide counsel 
on personal matters. In the following areas he may furnish advice and . 
assistance from his knowledge and experience ^-^mAy coprdinate with the 
office of the Dean of Student Affairs, or may refer students needing 
special assisteince to the appropriate administrator. 

IV-3 

r^v. 7/1/74 • ' " 29 



ERIC 



a. Health Adjustm6nt: ' > ' 

(1) To encourage and asjBist ^the student In observing and main- 
taining good mefttal and physical, health, 

(2) To observe the general tone of the student's* energy and 
vitality. To use the facility and 8t^tff resource^!! for esti- 

• mates of student's balaxice of physical and mental hee^lth. 

• ' • <3) To call the attentic^of the student to available health 

• services r such as physiciattr nurse and infipaiary services, funds 

. ' C ' '. ^ for dental and medical assistance, etc.^ >ihen the student appears' 

* ' to be overlooking these services. 

• * b. Sobi2d Adjustment: ^ 

- <1) To assist the student in making wise and sufficient selec- 
tion of suitable activities Xn line with his abilities and 
* * ' interests. To encourage the student to give his 8UE4>Qrt tb 

wrthy and interesting programs for ^e social good. 

(2) To identify, prevent, or remedy the social maladjustment 
* • of the student throiigh conferences, observation, and use of 

* previous records. ^ n ^ * . ^ , 

(3) To discuss^ with the student the regulations concerning 
college living when the student seems tinaweure of or unsynpathetic 
toward the code of conduct dememded for happy group living. 

(4) To develop in the student an appreciation of the dignity 
of the individual* ' . 

(5) To use available resources as a means of understanding and 
helping the individual to meet problems of sbcial relationships 
in the classroom, in the dormitory, with friends and family. 

c. Financial Adjustment; 

(1) To assist those students needing financial help to analyze 
their financiiol obligations and responsibilitieis. 

(2) To assist eligible studeiits in filing applications for 
scholarships and for student loans. , ^ i 

< 

(3) To indicate avenues of gainful employment known to the 
^ counselor that may be open to the counselee including work 

opportunities at the college. 

3.^ Each advisor is requested to consult with and contribute to the per- 
sonnel folders of his counselees. A record of pertinent fact^ obtained 
during interviews should be filed in the student's folder. 
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yX^. aculSy Advisors- to Stxident Organlzatix>ns 

^ As student;.* membfershlp In the various student organizations* may be as-: 
sumed to be. a part of tHe overall „ educational process r faculty ambers 
are exj^ected^to assuitve their fair share of officially advising these 
ojrganlzatipni. » — - 

1. General Pbllcles ' ' 

*a. ^ student activity should meeisure up a« a -group activity in the 
development pf good citizenship -and of other worthwhile values for 
the persons participating In it. Many out--of-class activities .are 
student activities, which are initiated in that they are determined 
and planned by the students with the assistance of Interested faculty 
members. 

b. All organizations and activities are supervised by the collega 
and are subject to college control as to activities and budget, ^s 
the President of the College is responsible for its » administration, 
he has the power to veto any proposal of any college organization. . 

2. Selection of Organlzatlpnal Advisors 

, Student Organizations submit the names of two faculty members as prospec- 
tive advisors to the President of the College. The selection restsff with 4 
the President, after dlBcusslon with the nominees, and assignment is made 

, on the basis of interest, class load, and other responsibilities. . Advisors 
should attend all functions of their group free of charge. 

3. Dutiies of Organizational Advisors 

a. To consult. with the President on the background and development 
of the activity for the purpose of gathering all pertinent informa- 
tion eibout the orgzmization and to keep the President Informed .of * 
the program and plans of the organization. 

b. To 'be present at all meetings \iAienever possible amd to e35>ect * 
that he will be notified of meetings. 

.c. To see that the place of meeting, or that any event is registered 
and cleared in the^offlce of the College Union Director at least seven 
days prior to the event. 

^ d. To roeike clecu: to Mie organization the regulations concerning 

lights, equipment, ''no smoking", etc., as they apply cin specific 
buildings and rooms. This information may, be obtained from, the * 
Director of the College Union, Business Manager, or the custodizm. 

e. To keep careful supervision of all business activities so that 
the organization remains financially solvent and that it follows 
the uniform system of accounting used in the college. Tlie business 
office will explain the procedures to be followed in drawing on the 
funds or in payment of bills. No orgzmlzatlon may maintain a 
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separate account ;at a'^bank^ but' should deposit funds in the Student 
Activities account in the business office. As a general rule, no 
petty cash fund in excess of $10 should be held by my student or- 
^ ganization treasurer. No advisor to a student -organization should 
sign for, or authorizet the sending of advance payments to individuals, 
agents, or groups hired to fumi8h> talent or entertainment. Any 
exception to this should be authorized only^by the Business Manager 
or the President. ' ' 

f. To become fasdlliair with student regi^lations, dormitory hours, 
etc., as found in the Student Handbook. Any additicmal questions 
should be referred to' the appropriate adcnlnistrator. 

g. To follow through on the responsibilities and obligations whidi^ 
have been delegated to students" to see that they have te an sat^s- 
f^actorilyl* cleared. • . ' ^ • * 

4. Standards of Behavior ' 

a. It is assumed that college students will maintain standards of > 
behavior which are acceptable in the college 2md in the community. 
Hie faculty advisor is responsible for the general behavior of the 
organization and should make clear to the group and individuals 
what is* expected. 

* . .1 ^ 

b. hny majoi^ departure tram previous practice or program should 

be discussed with the President of the College before jbhe orgcmiza*- 
tion takes definite action. 

5. Scheduling of Events by Student Organizations. 

a. Any officially recognized college organization may schedule an 
activity at any time within re2monable college hours .. Reservations 
and charges are based i^Kjn the criteria listed in Paragraph J. , 
Section VI. Requests are generally granted, provided suitable (bpace 
is available, the event does not interfere with an all-college <jvent 
or scheduled classes or with the reasonable activities of the college 
as an academic institution, and no extraordinary danger of damage 

to persons or prc4)erty seems evide^. 

b. Clearance of such events must be secured from: 

(1) Faculty advisor 

(2) Director of the College Union, if a social event is involved 

(3) Business Manager for cost of facility 

(4) Food Service Manager for related food service 

6. Chaperons 

a. Social affairs must be chaperoneid by;two faculty members /ind/or 
special police. Dances held at Silver or Speare Halls require at 
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, least one special policeman, on duty in addition to ctiaperons. If 
chaperons are not avzdlabler a student chairman may substitute; how<- 
ever, the student chairman is charged with the overall responsibility . 
for the social event. . ^ 

' ■ ,1 

b. Any perk^s creating a clis-turfoance should be spoken to and, if 
necessary, asked to leave. In certedn cases, the preservation of 
order may require E>olice action in accordance with the provisions 
of the Student Handbook. 

c. Failure to obtain proper coverage may result in the cancellation 
. of the proposed social event . 
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Section V 



. EXTERNMi AFFAIRS 



A. .. .The Asaistzmt^o the President r 

Under the immediate supervlelpn of the President, this Individual has 
general responsibility for those external affairs enumerated in this 
section. He: ^ 

1. Monitors and coordinates college developmental activities to 
include supervising the efforts of the Director of Public Relations 

' and the Alumni Eiecutive ,secretztry. / 

' . / ' 

2. Performs or coordinates Sesignated institutloni^l research, long 
range planning, and special p\abllc relations efforts.. 

3. . Coordinates the planning' and implementation of annual and special , 
fund drives. 

4. Assists the President in thfe preparation of special (torrespondisnce , 
surveys, and projects. 

5. In conjunction wijth the Associate Dean of Instruction, maintains * 
information on sources of grant funds. 

6. Advises and assists faculty members in the preparation of proposals 
for federal and private research and special project funds. All proposals 
for external support will be prodesied through this office, assistance 
v/ill be provided in tho projparation of budgots and the dotermination of 
indirect coat data. 



B. The Director of Public Relations 

Uhder the direction of the Assistant to the President, this individitol 
is primarily responsible for coninunica4:ing and explaining the rolo and 
functions of the college in order to maintain and increase its support by 
the public. In accomplishing these objectives ho: 

1. Coordinates and consults with administrative officers ir department 
chairmen, and individual faculty members to keep abtcast of now develop- 
mp][its and to insure the most reasonable and balanced news coverage pos- 
sible for all elements of the college. 

2. Vfritos, edits, and diistrlbutes materials in news formi assists 

' depzurtroents and sections in planning and effecting their own promotional 
evdi)ts. 

3. Provides journalistic photo coverage. Specifically tailored to the 
requirements of appropriate news media. 

4. Provides editorial, photo, and graphics advice and assistance to 
the editors of other college and departmental publications'. 
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€• The Alumni Executive Secretary 

Under the direction of the Assistant to the President, aiid respQnsive to 
the Plymouth St^te College Alumni Association's Board of Dlrector^^, the 
Executive Secrateiry Is ch2urged with Implementing the policies an<^ j^rograms 
of the Association. In conducting Alumni Affairs, he is fully p&ncemed 
with developing the best Interests of the qollege and '^its Interdependent 
affiliate. Het ■ - ' / 

■ - J ■ ■ ' 

1. Monitors and assists in the Alumni fxind <w:lve. 

2. Maintains Alumni records. / 

3. coordinates annual elections. / 

4. Prepares the- Association's budget. / 

5. Accounts for all monies received and disbursed by the Association. 

6. Publishes and edlits the Alumni quarterlyi "Oonnlncr Tower Gleanings" 
zmd periodically publishes the Alumni Newsletter./. 

7. Arrzinges for reunions emd homecomings. / 

8. Works with students, 2ind porjticularly the senlo/ class, to develop 
awareness of the Alumni Association, Its functions, and its need for 

« continued support.^ . . 
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BIglNESS AFPMRS 

|ectlon VI ^ 

, ■ • 

A. Cie ButlneM Manager / 

a. Ih9 Business Manager .is responslbl^e to the President for: 

f. Physical Plxint Operation and Maintenance , ^ 

2 . Ptirchaslng • J 

3. Food Service Operations • 

4. Non«*Academic Personnel Operations 

5. Bookstore Qperajbions , 

Suimer Conventions mA Conferences 

7. Land Acquisitions and Negotiations [ 

8. Btidget Pr^eurations emd Flneincled Allocations 

9. Monitorln? cash receipts and disbursesnents 

Q 

B. Duties of the Sig)erlntendent of Buildings and Grounds ^ • 

"■"^l?* Under the general direction of the Business Manager, maintains the 
*. h plant flind equipftient olj t|ie college'. ^ 

2« Maintains and assigns college vehicles for travel. 

3. Within the bounds of regularly established policy,- attends to 
requests for emeirgency repairs of services for established college 
' functions. Material alterations In stifuctures or equipment whidi involves 
long term policy or considerable sums of money must be previously cleared^ 
by the Business Manager. 

C. Duties of th» Administrative Asslstemt for Business ' • ^ 



1. Maintains personnel records, prepare payrolls, both staff and 
student, and distribute payroll checks. All faculty members should 
be sure to give him withholding slips for tax purposes, proof of birth 
date for retirement purt>oses, and desired deductions from pay cdicck for 
varlou»« Insurance or other benefits . 

2. Issues identification cards, parking permits, etc., to college staff. 

3. Receives reports of Injuries to employees as soon^ as possible follow* 
ing the injury, 

o 

4. Assists in budgeting and accounting procedures. 

D. Duties of the Burseur's Office 

Receives and accounts for all monies for tuition, room, board, activity 
^ fees, and other college receipts which are not from student activity 
sources. 

is. Faculty Asslst^mce in Budget Preparation 

1. Department Chairmen and individtial Faculty members will be asked to 
assist In preparing estimates for instructional Items to be Included in 
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tl}e biennial. budget. Thus, all concerned with the Acquisition of equip- 
ment and supplies should collect materials relating to materials they « 
anticipate needing so that they will hive a basis f^r making an es^mate 
of the costs for the two-year period covered by eac|i budget. y 

2. While an effort will be made to have some leeway in ttie budget itxr 
unanticipated needs, major items must b6 included ijn'the biennial budget 
or no appropriations are made for sufj;^ items and nb funds are available 
for tljeir purchase.^ 

3. The budget is prepared in the spring of even-nujttoered years, the 
Business Manager will requ^t'data from faculty me^nbers relating to 

/their Equipment needs* at that time* These r^lquests will be consolidated 
and coordinated through department chairmen. » 

F. Requisitions for Supplies ^^-"^ 

1. The bulk of school supplies is ordered in an ^innual order and 
requisitions for this order are due on June 1 from each department 
desiring supplies. Delivery can be expected by September 1. Normally, 

. -a full year's needs (incj-uding sximmer sessions) should be anticipated 
and oirdered. 

2. These requisitions should list the item alphabetically, with full ^ 
description, and unit and total- costs. The standard requisition form 
available in the business office should be used in duplicate and^ de- 
partment chairmen shoul^ furnish a consolidated requisition for their 
departments. Annual^'ancl supplemented requisitioijs should be left in 
the Business Manager *s mailbox in the administration office. 

G. Bookst^e Requisitions amd Policies ' ' ♦ 

1. The Plymouth State College Bookstore is operated for the institution 
by a conpessionaire. Campus Stores of Mel^jsachusetts, Inc. The college 
Buzjinebs Manager has supervisory responsibility over the store, handles 
all official negotiations, and works closely with the management on all 
operating policies and matters. 

2. v/rKe Bookstore provides all textbooks and materials for course ret- 

' quirement in accordance vdth the procedures out linspi below. It stocks 
college-relato^d merchandise, jewelry, physical education equipment, 
college- imprinted items, art supplies, room accessories, class rings, etc 
It will handle special orders for all faculty, staff, and 3tud9nts. 
. - • ^ ^ 

* 3. All approved and supplemental book requisitions will be prepared in 
duplicate by IndJLvidual faculty members on forms available in the 
Bookstore and tlje administration building and submitted to the department 
chairman for approval aAd forwarding to the Bookstore Manager. Annual 
requipitiona will be stibmitted according to the following schedule: 

For use in the first semester - by end of preceding college year 
For use in the GccoTid semester - by p^ceding November 1 
For use in summer session - by preceding- May (to Assoc. Dean) 
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4. To assist the 'Boojcstore Manager in determining the number 6f books 
to^ order, all book requisitions are to be- designated in one of the £oI 
lowing categories: 

•* . • ' 

a. Required - A text »#hicji includes material for i^ich the student 
will be held responsible. i?Text will be stressed by the Inpt^tor 
as the bMic work around Y^ich thef course is structured. 

b. Recoimrvended - Suppletne^tary or suggested readings, some portions 
for which the student may be held responsible. 

c. Bibliography - One or more texts within a range of choices 
offered to the student. Thus, the student has responsibility for 
a specific nxnnber of titles within the conplete range offered. 

> ; d. Supplemental - Books which any faculty' member would like to have 
the Bookstore keep^ in stock as additional independent heading materi-^ 
^ , al for the studeuSfe. 

5. So that requests may be zmticipated, faculty: membeiTs s^r^e urged to 
keffep the Bookstore fully informed of the need, for textbooks in any par- • 
ticul^ii^ x:lass. ^ . . • 

6. As publishers will not honor the Bookstore request for de^Jk copies, ^ 
individual faculty members must arrange for and procure a desk copy 
directly from the publisher. 

7. Faculty members may purchase pr rent caps, gowns, ^d hoods for 
academic convocations through the Bookstore and the majrager will be 

' happy to cooperate in the. ordering of any special supplies or bOoks for 
faculty membeA ar?d their families. ^ _ 

K« Printing Requirements 



1, Individuals and organizations requiring specially pr4.nted programs^ 
brochures, etc., ^e urged to use the college duplicating and copying 
facilities to the maximum extent possible. 

2. If the services of an outside printer are required^ however, .all re- 
quests must be processed through the business ofiUce* 

'3. Printing requirements up to $300 ,00 'may be processed and approved by 
the Business Manager. Job requirements in excpss of $300.00, however, 
must be processed by the business office and forwarded to the University, 
where contracts are awaurded on the basis of competitive bidding. 

I, Travel ^Regulations 

1. Use of CO liege-owned vehicles • . ' ^ 

a. Staff members may reserve a vehicle through the secretary in the 
office of the Sijiperintendent of Buildings ' and Grounds, in advance of a 
proposed trip. No enployee or student shall drive a college-owned 
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vehicle unless he has previously been issued a valid State Cpertitor's 
License and proof of authorization in the fornTof a permit issued by 
the Superintendent of Buildings and Grounds. It is the respoi^sibility 
of the faculty members ar^an^ing trips iOo see that student drivers 
have proper permits. / 

- V V 

, ^vb. College owned or leased motor, vehicles shall be used only for offi- 
cial purposes, not for jpersonal or family use, unless the family mem- 
ber's presence is a genet^ally accepted practice arising from the collegf 
enployee'^ work, such as attending a professional opnferencOf edumni 
meeting, etc. 

c. Operators of college vehicles shall keep accurate records of 
destination and^milee^res, purpose, gasolinb and oil use, repairs, and 
other expenses on the forms provided in the vehicle key case. 

2. use of Privately Owned Vehicles 

a. Use of privately owned vehicles on college business will be pexr* 
mitted and i^elmbursed for at the rate of twelve cents a mile. Mileage 
will be paid from the staff m^nber's ^sidence or the bollege cainpus, 
whichever is less. The above mileage rate is expected to cover all 
operational costs of the car, other than toll charges or parking fees . 
The txsanspo^h;ation of students to a professional mdet^ng or conference# 
as on a field trip, must be a^roved'in advance by the Dean of the 
College. j ^ 

b. Owners of privately owned vehicles used for college travel shall * 
procrure and maintain public liability and property dajnage insurance 
including ''fellow employee rider clause. This insurance coverage 
should be« secured from your insurance company and a copy p;rovlded for 
the files of the Superintendent of Bulidings and Otounds. j 

c. When a personal car is used, the names of aut|^irized official 
passengers and the distances e^6h one or moire passengers may Have trav- 

/ eled should be listed on the mileage voucher. 

3. Out-of-state Travel 

a. Official out-of-state triivel must be approved in advance by the 
College President. Hequestt should be addressed thi^ough the depart- 
ment chairman to*^the President ln|^iting 2md must specify place, pur-' 
pose , and estimated expenses . " ( ^ 

b. Irhe department chairman will indicat| his approval on the^f^m and ^ 
his recommendations aa to reimbursomenti 
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c. T!t\n President iid.ll review the.propsed" recoamendations tn oon-*' - 
^ junction ^j^th th# departmeat'e budget, determine allowidble reiiaburee* 
ment, and approve or deny tne request. 

' d. in all caeee vrtiere the person is the official represcmtative of 
the coUege,. full es^nsee will be met. In cases where, a faculty^ 
member is attending a conference in his professional field, he may 

. be asked to bear some of the expense. 

4. Travelf, Reimbursement ^ ' . 

a. Travel is reimbursed ipon the rendering of an e^^nse account, 
properly siqppoifted by evidence of ei^ndltures and tra^ authorize"- 
tlon in the case of out-of-state travel. Keep all hotel b^lls, 
pullmem car or edriin^ stubs, registration fee receipts, ^11 ' 
payment receipts, ^tc, to siieport. claims for ipqEHindituresi / 

1^ b. Itotal meals, for one day should not exceed $12 »in order to be 
allowable for reimbursement. 

c. Any meals purchased exceeding this limit muit be attested by 
sales ^lips or othet approved certification attached, nils is to ^ 
^ care for the occasional hotel banquet ^t^ich runs over jjchin limit. * 
Attendance at a meal exceedi-ng the limj|.ted amount must be. a neces- 
sary part of the purpose of. the trip xt the, excess amount is to^ 
reimbbrsed. Official conference mecils with speakers fall in this ' 
category; 

Submit expense accounts for travel reiztibursement jat least 
monthly and do not allow large^ amounts to accumulate. This is impor- 
tant in keeping the travel account current and making decisions ^ 
about allowable travel. 



5. Tr^l Arrangements and Xidcets . ^ 

. / ' . - 

Travel arrangements and tickets are individual responsibilities. Row* 
ever, assistance may be procured through such agencies as the Lakes Region 
Travel Agency in Laconia (Tel. 524r2500) or through the Travel Service 
of the Mechanics Nationfa Bank in Concord (Tel. 224-7771). 

J,>^ Ose of College Facilities ^ 

1. The use, priorities, and charges for college facilities by collf^ge 
and non-college related activities., organi seat ions, and ijcidividuals, are 
based on the following: • ' 



loritles 



(1) The first and overi^ding priority for the use of any college 
facility must jgo to the collegers regularl]( scheduled educational 
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programs (I.e., schedule)}^ ciasse;^) 

(2) To noA-scheduXed^departeWM^ aqtivities {i.e.,u dfepartraeiit 
meetlxi^s, special lectures^^ 

, ■ ^ ■ / ^ ■ 

(3) To college recognized g^^ps, activities and organisations \ 
(i.e., meetihga, no^charge ^erfornumces , etp.) . ' 

(4) To college recqgnizej;s( groijps; activities and ozganlzatiohs 
who charge a fee to studefnts^ faculty, and/pr staff for their ser- 
vices or ^activities f 

(5) To elements of ^ the state, co^ty, a^d local government ( i.e». 
Cooperative Extensi6n/->Service, Civil Service Commission, etc.) 

(6) 
4 



6) TO area no^charge community services (i^.e. . Boy Scout eve|^:s, 
-H Club meetings, .etc.) t * 



; ^ (7) Tq Plymouth a£iea non-profit community services (i'.e.. Red 
Cross class for which a fee. is charged. Hospital Bazaar , etc.) 

(B) To service-oriented orgemlzatlons who dttatge a fee for their 
services X)r activities (i.e. , Rotary or Lions Dance, Methodist 
Men's Conference, etc.) * ^* 

(9) profit-making individuals or organizations. • 
b. Charges ' ' 

(1) ^ere wxll .be no facl£lty or service charges cissessed ^. 
agaihst those organizations which sponsor events or activities 
whlcn fali under the first three priorities listed above.- Normal- 
ly A diarge will notlbe assessed against or^anizat^ions or activl-* 
ties whose special presentations or events are regularly sponsored 
by the college (i.e.. Red Cross Bloodmdbile) , \jAilch are directly 

ssociated with or svqpport regular college educational programs, 
ly^l.e., an educational workshop sponsored by a state agency) or ^ ^ 
^/whlch are associated with other elements of the University System 
/ (i.e., an area meeting of the Keene State College Alymnl Associa-* 
/ tlon). If under Priority 4, a college recognized organization 
charges a small fee to simply defray t^e cost of tiim rental, 
speaker honorarium, etc., a minlmxim service charge may be applied 
by the college. If, however, the proceeds supplement the^organlza* 
tidn*s treasury, chairges for Priority 4 wifl generzdly conform to 
those listed below aad applying to Priorities 5-8. \, 

(2) Guidelines f6r Facility Charges 

(a) ' College Union Facilities 

^ ^ .. 

$60.00 a day for the multi-purpose .room; ^$40. 00 for 1/2 ^y. 
$4B^pQ,^pe^ day for lounge or double rooms, $15.00 for mo^ng, 
$15.0CKfc«^fternopn, and ^^^^^ for evening. For smaller 
rooms r 530.00 a day; $10.00 each for morning, .afternoon, and/ 
*or evening. 
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(b)' Other Campus Padllities 

* • . . ■ _ • 

$150.00 for th6 Field House or Gymnasiun^-plus setup charges 
of $100.00 for stikge and sovmd system and $50.00 for floor 
setjsp ' ' 

$ 75.00 for Silver Hall Auditorium 

$ 50.00 for Speare Multi-purpose Room 
^ $ 30.00 for Hall Lecture Au^torium 

$ 30.00 for Boyd 120 

$ 30.00, for Library Exhibit facility 

$ 50.00 for Swimoing Pool plus costs, of life gueurd and supejcviso- 
V ry pertonnel. ^ 

All other smaller roomsr will be cdiarged at the ratei of $10.00 
for morning, $10.(btf for afternoon^ $10.00 foj^^evening. 

^ (3) On those occasions when prof it-maiking Individuals or organi- 
zations are granted the use of college facilities under Priority 9, 
or on those special occeisions when a fraternity, sorority, or class 
are granted permission to sponsor a large pop concert, charges will 
be assessed as in Paragraph (2) above* In addition, such organizations 
will be norrfially charged 154 of their gross profits, plus the costs of 
special physical or security arrangements, extraordinary clean-up, 
maintenance, and repairs for any damage which'' occurs. 

(4) -To provide a competitive advantage in attracting and accom- 
modating conferences and workshops, and to insure sponsorship of 
special activiti<^s, the Director of Continuing Education, in co- 
ordination with the Business Manager, will be granted some flexibility 
in negotiating the total charge. ^ 

Cf. Initial Contacts, Arrangements, and Scheduling 

Within the above priorities, the college calendar will be prepared by 
the instructional deans and other college administrative officers. 
The Director of the College Union will be the primary contact for 
campus organizations desiring to utilize College Union facilities. 
Agencies and individuals desiring to arrange for workshops and edu- 
cationally oriented conferences will be referred to^e Director of ^ 
Continuing Education. These directors'^ will confer and coordinate % 
with the Business Manager ^ho will al^ be the primary contact for 
those non-campus organizations which wish to utilize college facili- 
ties on a one-time, overnight,^ or other short-term basis. The above 
administrators and those members of the college community wishing to 
schedule a facilitg^ under Priorities 2, 3, and 4, will insure that 
room reservations for special ac|:ivities are cleared with the Director 
of t};if College Union. If meals or refreshments a|re desired, arrange- 
ments must be Wde with the Pood Service Manager and the Director of 
Physical Plant contacted for special, seating eind jsetup. 

2. Individuals scheduling for student organizations are edso referred to 
Paragraph G-5. Section IV. 

Tremsportation and Facility Charges ^ ^ 

1. Use of college cars and trucks shall be charged to the using department 
or organization on a mileage and minimum charge basis. 

•■) 

2. Transportation of authorized college personnel on all-college business in 
connection with the college administrative or instructional program, n 

* ^ ' . ^ * ^i-z 
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transportation of equipiient and ari)plies for the same kinds of programs, 

etc., will be made upon the college budgejb. 

.■) • ' 

' 3. Organizations supported by student ac±ivity fee allocations, dues, 
admissions charges, etc., will be directly billed for facilities, equip- 
ment, and vehicle and staff time, acooxrding to the discretion of the 
Business Memager. ^ * . 

* ' ' ' ■ ■ . 

Telephone Usage / ^ 

1. College telephones, except pay , stations, are for business use or 
necessary personeQ use by staff members because of their employment here. 
Only college faculty zmd^^sraff members are"" authorized to miike long distance 

Before calling long distance, "please be suire that it is necessary 
*^to the efficiei^t trans acftion of the college's business emd t;hat other 
cheaper meems of cosmunication wotild not be an adequate substitute. For ' 
all long distance calls within Nevy Hampshire , use the flATS service by 
omitting the area code and dialing 81-1 preceding the seven digit number. 

2. All business long distance calls to include WATS calls made by staff 
members shotild be recorded on the telephone, toll call register pads pro- 
vided for each telephone. 

3. No personal long distance calls should be made on college phones . 
Uae the public pay phones instead for personal long distance calls. 

M. Parking Permits 

Faculty members should obtain parting permit stickers from the Administra- 
tive Assistant for Buginess^ Parking lots available for faculty use are 
situated adjacent to the boiler plant and Rounds Hall, beside Memorial 
School, to the South of Boyd Hall, on the north side* of Silver Hall park- 
ing area, and to the e2ist of the Physical Education building. The Speare 
Hall parking area is designated for the building staff and official visi- 
tors. Other lots are normally for student and general public usage, un- 
less faculty lots are full. 

M. Identification Cards 

Application for identification ceurds for faculty meiiBsfs and the members 
of their families may be submitted and processed through the business 
office . 

O. Moving Expenses 

1. Upon recOTmiendation of the Dean of |iie College and the President, the 
University Mil pay up to one-hetlf of the cost of moving furniture and 
household goods for new faculty, subject to the following maximums: 
(Personal travel expenses or subsistence of the individual or his family 
eure not reimbursable.) 

Less than 200 miles 
J200 t-o 500 miles 
♦ 501 to 1000 miles 

1001 to 2000 miles 
Over 2000 miles 

Rev. 7/1/74 [ 



$100 
$175 
?350 
$425 
$500 



2. Reiinbursement will be ma^e upon siibmissibn^of appropriate forma # 
through the Deem of the^ College to the Business Manager who^ will for- 
ward It to the Itolverslty* ' 

. . . '. f ■ 

3. When the move of furniture or goods Is made by other than a com- 
mercial service # the following limitations apply: 

a. If the move Is made udlng a rented trailer, one-half of the 
trailer rental and two cents. a mile for additional automobile 
costs will be allowed. One-half.^of the cost of packing materials 
will also be allowed. 

b. If the move Is by* rented truck, the one-half of the t^ck ren- 
tal. Including geusollne If separately^ charged, will be allowed. One- 
half of packing materials costs will also be allowed. 

c. Highway toll cheurges are not reimbursable. 

d. Reimbursement for one trip only will be allowed. 

P. Disposal of College Property ^ 

. Disposal of movable equipment and supplies which have been deemed by«the 
dep2urtment2J. administrator rissponsible for a particular Inventory to be 
"worn out", uneconomical to repair, or obsolete, shall be determined by 
the Business Manager. He may elect one of the following methods of 
disposal: . 

1. Transfer the Item(s) to another unit within the University System 
which can utilize the Item(s) or to the Purchasing Agent's inventory for 
possible ''future assignment. 

2. Sell the item(s) at public auction or 1^ other means as deemed ap- 
propriate given the value and natture of the Item(s). The proceeds shall 
be deposited to the '*Miscell2meous College Receipts" account (s) or other 
appropriate income accounts designated by the Vice President-Treasurer. 
Any item of an estdLmated value of $50.00 or more must be culvertlsed for 
sale. Items of lesser value may be advertised depending upon the Busi- 
ness Manager's judgement of staff Interest in their purchase. 

3. Sell the Item(s) for junk or reclaim value and deposit the proceeds 
to the appropriate Inccnne account designated by the Vice Presldent- 
Tre2isurer. 

4. Instruct the department administrator wishing to dispose of the ltem,(s) 
to remove the Item(s) to the loceuL dump facilities (or give it (them) 

^away) . 

O. Receipt of Cash Funds on Behalf of the College ^ 

Receipt of cash through the sale of college property, services, or by- 
products of its activities shall be properly docimiented and the cash 
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deposited to the proper account in accordance wit^ procedures set forth 
in the Standard Practice Manual (Section 11^ H). Under no circxunstaftces 
are such cash receipts to be used for personal purposes or for unauthor*- 
ized college activities or maintained in so-called **petty cash boxes" in 
deparj:ment2d offices. 
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cowpmows or ehpix^ment 

section VII 



A. ft ppolntaent and Ternire 

t »n m^rs of the faculty without permanent tenure are appointed 
;r fne SSch S^be renewed foWng 

individual performance by the f » ^ii»^d*^e1^^aident. 
of Instruction, the chairman of the department, ana zno 

2. permanent tenure ia a etatu. 

demonstrated merits without regard to "=^^^^^1,^^ by affirmative 

M provided in Appendix C. Such tenure "^^^ ^f S« 

action of the.Board of Trueteee on f « '"fJ^^^^J^f colJege and the 

of Plymouth State College ae advised by the Dean °^ J^^Jf 

approbate department chairman of Plymouth State college. ^ , 

6. Faculty Assignments ^ 

1. Hesponsi.iUty .or .ch^uling faculty^i^^^ 

research, and service rests ^'^^J^^^^'^^^^SmS^t^my be made by 
deans, and President. Assignment to college commxtT; 

appointment or election. 

^ A *.r. «-».«rriM ludgment and conoclonco in • 

2. Faculty members are exp«ctod to e'^ercis. ^^^ity finds 
fulfilling assignments. In the event that J "^^^^^'^^ble to meet 
that he must be absent from t^atlinill so notify his 

3. «e„^rs Of the faculty may ^^^J^^'lr^^^^^^^^ ^slZli^^. ' 
as long as these obligations do not impair ^he insrru ^^^^^ 

and other services which t*ey '^l^^ f^ ^deSSen should be of such 
their coUege employment. The services «° J^^J^^ ^^e professional 
. character as to sustain the Pf^f ^J^^L^ed th^ such outside ser- 
coniJetence of the faculty member. J^^J\*'*^f ^^^ing day per week, 
vices will not exceed a time equivalent to one working ay v 

4. Ma^or c*,ligations ^^^^l^^^^^^^ rtJe^Prl^entl^d 
department chairman, with the "PP'^P'^^^^^^r is in do«d>t whether 
receive his approval. In ^ «^^JJ/iJ^SuSiS scholarly, and other 
outside obligations might ^"P^^' ^^'^'^^o consult with his depart- 
services within the college, he is expected to con 

ment chairman, and deans or the President. 

C. Academic Freedom * 

1. The college believes that teacher is -^if^^,^;,^'^:,'S2where ' 

iierever it lies, to freedom of ^^'--'^fl^^l^fl^^^^ 

in his are«(s of academic competency, and to his rigncs t~ 

ties as a citizen. ' - 

^ , • - 
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2. It therefore eubscribes in principle to the following^, excerpts fran 
the 1940 Statement of Principles of the American Association of University 
Professors: ^ ^ 

''(n) "Ehe teacher is entitled to full freedocn in research imd in the 
publication of the results^ subject to the adequate performance of 
his other academic duties; but research for pecuniary return should 
be based up<m em understanding with the authorities of the institution. 

(b) The teacher is entitled to freedom in the classroom in discussing 
Nhis subject, but he should be C2u:eful not to introduce into his teach- 
ing controversial matter idiich has no relation to his subject. 

(p) The college or university teacher is a citizen, a meodber of a 
learned profession, and an off icer of an educational instituticm. 
When he speaks or writes as a citizen, he should be free from in- ^ 
^ etitutional censorship or discipline, but his special position in 
the cciamunity imposes special obligations. As a man of lejuming and 
an educatiofied officer, he should remember that the public may judge 
his profession wd his institution by his utterances. Hence, he should 
at all times be accurate, should exercise appropriate restraint, should 
show respect for the opinions of others, and should make every effort 
to indicate that he is not an Institutional spokesman." 

D. Lines of Authority . 

1. Final decisions concerning faculty working oon<iltions of the Plymouth - 
campus will ordinarily be made by the President of Plymouth state College. 
Faculty or staff members believe they are wrongfully treated may ask 
that the Faculty Welfare committee make a ^ecomftendation on their behalf. 
It is hoped, however, that faculty and staff members will give the Presi- 
dent every opportunity to effect satisfactory adjustments before any ap- 
peal to other sources, and will feel free to discuss frankly with the 
President, thie conditions of their work. I^aculty and stjiff members should 
work with ai)id through ^eir department heads. 

2. From time to time, the faculty member may expect a conference with his 
department head, the instructionaJS, deans , or the President, looking to the 
maintenance of his work at a high level of professional competence. Fac- 
ulty members are urged to keep administrative staff mendi>ers informed and 
to seek their advice on problems or proposals. 

E. Faculty Ranks and Compensation 

1. Members of the faculty are ofdinuily appointed in one of four ranks # 
The following standards eure used as guides, subject to exceptions in unu- 
sual circumstances, in making appointments and promotions. 

a. An Instrootor shall havo cGmpleted^ or made substantial progress 
toward coii5>leting formal advanced study appropriate for his field. 

b. An Assistant Professor shall have coo^leted formal advanced 
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study appropriate for his field and have had successful teaching 
or other relevant experience. \ 

c. An Associate Professor shall have completed formal- advanced 
study, have had several yeaxm of successful teaching or other rele-* 
vant experience, and have shown evidence of professional development * 
and scholzurly interest as reflectec^in research or other individual 
creative laffort. r * 

d. A' Professor shall have a background of successful teaching and 
reseeurch, marked by the perspective of maturity and experience, or 
some truly outstanding creative attribute generally recognizable in 
the academic world as a special asset to a university faculty. 

2. Minimum requirements used in determining eligibility for a particular 
rank and present approximate salary scales 2u:e given below. Special ad- 
justments c£m be made for outstanding appliceints or v^ere the^ commonly 
accepted advanced §tudy appropriate for his field terminates at a dif- 
ferent degree level than shown below. " 

Yrs. of Educ*l. Usual Usual 

" Rank Education Experience Min. Max. 

Instructor -Master's degree -3 * $ 8,^00. $10,500. 

Assistant Prof . -Master* s plus 30hrs. -5 10,000. 13,500. 

Associate Prof . -Doctor's or equiv. -5 12,000. 15,500. 

Professor -Earned Doctorate -7 14,000. 22,000. 

3. Although the above 82ilaries are for teh months, occasional opportuni- 
ties exist for summer session or extension course teaching at added 
compensations. Faculty members whose responsibilities dfemand it will be 
appointed on a twelve month basis. (See Peuragraph M, Section III.) 

F. Evaluatio n Procedures for Faculty Compensation and Promotiop 

1. Promotions are made on the basis of deitonstratecS individual merit 
with some consideration also petld to time in rank. Cocipensation is 
determined based upon consideration of the giiidelinesSenumerated in 
Paragraph 4 (below) and upon judgment as to the individual's merit. In 
making these judgments, the following sources are normally utilized :^ 

a. Faculty Report Sheets 

b. The department chairman's report and COTsnents 

c. Instructional dean's report and comments \ 

d. student evaluation suxnaaries 

e. Peer evaluations 

2 . Compensation 

a. Annually, and midway in the first semester, each faculty member is 
requested to complete a Faculty Report Sheet, lis}:ing his achieve- 
ments and activities for the year, (see ^closure 2 to Appendix C.) 

VII-3 

Rev. 7/1/74 



V . - 48 



This brings to the attention of the evaluatorsf all 'those. natters 
which the individual feels they should know in orj^er to assist , 
them in their judgment. /r 

♦ 

b. The department diairman reviews tiib report sheets makes his co^ 
raents based xxpon his evaluation of all available sotu:ce8# and 
using the i^eport sheets and other criteria, recommends a coopenea-* 
tion level for each meinber of the department faculty. 

c. The Faculty Report Sheets, the depaurtifient chairman's recommenda- 
tions, and other criteria are then discussed by the chairman, the 
instructional deems, and President in order to arrive at a relative 
all-college ranking of ±he individual's contributions and effective- 
ness, within funds av^ilal^le, the President assumes final responsi- 
bility for a contract salary reconnendation to the Board, of Trustees 
for each person. ^ 

3. Ptomotion and Tenure 

a. Each eligible individual is responsible for Initiating the prepa- 
ration of the basic information for his Promotion/Tenure Recom- 
mendation Folder • Each succeeding evaluation level is to add its 
materials as the process proceeds. The Departmental Promotion and 
Tenure comml^ttee reviews the Report Sheets and other documentation 
for all individuals eligible for promotion and/or tenure. (Questions^ 
regarding an individual's exception^il eiigibllity may Ije addressed 
either to the Committee or the department chai^rman.) The Committee 
recommendations are submitted to the department chairman^ The in- 
dividual 's folder records the recommendations of the Committee, the 
department chairman, and th^ instructional deans. It will also in- 
clude profiles of teaching evaluations by peers « The catqpleted 
Promotion/Tenure Recomnendation Folder is given to the President, who 
presents the folder, along .with his €inal recommendation, to the 
Boiird of Trustees. 

b. For detailed Promotion and Tenure Guidelines as recommended by 

the faculty and accepted by the President with minor editorial changes 
and amendments, see Appendix C« ' - 

4. The evaljiative criteria used are as follows: 

a« Teaching skill and effectiveness 

Mastery of subject matter; effectiveness of communication; 
impact on students; organization, coijtent, and quality of 
courses; originality and enthusiasjiu 

b. Reputation aroofiq students and colleagues 

c. Research and publications 

Resourcefulness and originality; familiarity with scholarly re- 
sources; knowledge of subject-matter frontiers; investi^rational 
skill, including critical capacity, accuracy and discrimination 
of observation, and ability to analyze and to assess relation- 
ships; effectiveness in utilizing assigned time; significance 
of research results; and publications based on research.. 
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3 . 

d. Professional standing and participation ^ 

Extent and significance of research and creative interests 
allied to the professloni specific achievements ; positions of ^ 
trustr held; publications i professional recognitions i participa- 
tion in professional societies i evidence that he is a "t^rustee 
of learning** in his special field; and capacity for growth* 

e. Colleg e Md ccrinminlty service 

Contributions to corarnqnlty, state, or region, giving considera- 
tion to qualities of a scholarly or personal nature «ritilch 2iffect 
these relationships tavor6tSLy ^ ot euSversely; interest and effec- , 
tivenessi extent of dmnand for his services; capacity for leader- 
ship, «md reaction of colleagues «md persons served These serv- 
ices should be supplementary to and strengthening the principal 
job of teaching for the college # not interfering with and de^ 
billtating to this job, 

f. Attitude and willingness to work/^s pairt of the team in achieving 
the successful perfpnnemce of the functions of the college 
Honesty; straightforwardness; ability to make and help ,carry out 
constructive suggestions; refraining from berckbiting and public 
criticism of professional colleagues; willingness to assume extra 
work in emergencies; regular* «md contributing attendance at college 
coninlttee and staff meetings and other college functions. 

' 5. Salary inqreases and promotions will depend yxpon demonstrated merit-* 
orious performance. 

The Academic Year ' 

The college academic year is a ten-month year beginning September 1 and 
ending June 30. Some acSminlstratlve and certain faculty roembeirs eure on 
a 12-month fiscal year contract. , 



H. Payroll Practices 

1. The University pays its employees bi-weekly. Those on fiscal-year 
contracts receive their pay in 26 installments through the yeeur. Those 
with academic-year contracts receive their pay in 26 installments, begin- 
ning in September. Pay periods end every second Friday and checks eure 
ready the same^ day. Checks are mailed to tt^e employee's office or will 

•be deposited to the eii^loyee*s account in a local bank* 

2. If additional work is required beyond the regular college year, addi- 
tional payment shall be pro-rated on the beisis of the regular basic salary 

3. If professional duties are assigned away from the college during the 
reguleur college year, expenses shall be paid.* 

4 

I. designations 

staff meniberB should follow professional and ethical standards so that the 
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interests of bo'^ the staff member and the college are considered as much 

as possible. A staff member may resign during the term of hie appointment 
+ by submitting written notice of his resignation to tji^ Collegia President 

with appropriate notice of his intent to his department ch«drnlan and the 
/ Dean of the College for action ordinarily at least four months in advance 

of the effective date. \ 

J. ^ Dismissal or Nonrenewal of Appointment ^ \ ^ 

1. Faculty members without permaneht tenure 

It 

a. Nonrene\«il of Appointment 

.... f 
A member of the faculty without permainent tenure whose appointment 
is not to be renewed will be so notified in writing by the college 
President by March 1 if he is in his first academic year of seJrvice 
at the college; by December 15 if he is in his second academic' yeeir 
of service at the college; euid at least one academic yeeu: befoiie the 
< expiration of his appointment if he has two or more academic ye&rs 

of service at the college. (The December 1^ date is designed tc^ 
give both the faculty member and the college administration em <*)p- 
poxrtunity for a fair appraisal of the work of the^ first semester.) 
While the college academic authorities should be willing at all times 
to give as fair and objective appraisal as possible to a staff mem- 
ber about the effectiveness of his work, thei^e shall be no obliga- 
tion that formal charges be brought or that the faculty meiriber be 
given anything except timely written notification of the intent to 
terminate his contract in accordance with the above Jtime limits. 

b. Dismissal of a Faculty Member without Permanent Tenure 

In cases of proven moral delinquency of a grave order / extreme pro- 
fessional incompetence, or continued deliberate neglect of duty, it 
' shall be the function of the. college President to try initially to 
reach a satisfactory settlement with the faculty member concerned. 
If such a settlement cannot be achieved, the President will ask the 
Faculty Speaker in conjunction with the Faculty Observer to the Trus- 
tees' Meetings, and the Student Body President to appoint an ad hoc 
Heeorirg Ooimittee to consist of five tenured faculty members. Mem- 
bers* of the Hearing Committee will be chosen based upon their stand- 
ing in the college comauhity and for their objectivity botii in general 
2md with respect to the issue at hand. No member of this ad hoc com-* 
mittee may be a member of either the Faculty Welfare or Review Com- 
mittees. The Faculty Review Committee may also present its recom- 
mendations to the college President if requested to do so by the fac- 
ulty member, following his notification of the findings of the five- 
person Heaifing Committee. The Hearing Conmittee 2md the Review Com- 
mittee, if appealed to, shall establish their own rules of procedure; 
shall provide for either a written or a taped tremscript of proceed- 
ings, and shall inform the college President in writing of their 
recommendations. The President shall make final disposition of the 
matter . 
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- 2. faculty Meid^ers with Permanent Tentare 



No raeinber of the faculty with permanent tenure shall be ^iemiuMeA 
or refused reappointment, except for professional incompetent, de^ 
liberate neglect of duty o^ moral delinquency of a jrave prd^r. Nor 
may he be suspended from duty pendlng>a full investigation Qf any such 
charge unless the college President judges that his continudd presence 
in the classroom or laboratory mi^ht endanger his bwn welfare or that 
of his students* 

3. Procedures to be Followed Prior to Diamissal^of a Tenured faculty 
Member » , 

a. The faculty member shall be invited to meet with^pprojpriate admin- 
istrative official^ including the college President, and, if he 
wishes, to bring an advisor. At this meeting, which. shall be con-- 
ducted as much as possible in an atmosphere of counseling and frank 
review of the problem, a mutual agreement shall be arrived at, if 
possible . , ^ ' 

b. If no mutual agreement is reached, a formal notice shall pe sent 
by tKe President to the faculty member, stating the charges or reasons 
for the proposed dismissal, the intent to dismiss and proposed^ time 
for dismissal; and inviting the faculty member to respond, in writing, 
as to whether he wishes a iurthejj formal hearing' before the admin* 
istrative officers or an ad hoc Hearing Committee, or whether he ac- 
cepts the conditions for dismissal. 

c. If the faculty member requests it,- the President shall request 
through the Faculty Speaker « assisted by the Faculty Ctoserver to 
Trustee Meetings and the Student Body President, that a Hearing Com- 
mittee be established. Such request from the faculty member shall be^ 
made within a period of one week after receipt of the dismissal notice. 
The Hearing Committee shall consist of five tenured faculty members, 
none of whom shall be members of the Faculty Welfare Committee, who 
shall be chosen for their standing in the college community and their 
objectivity, both in general and with respect the issue at hand. 

d. The Hearing Committee shall elect a chairman and determine its own 
rules of procedure. Each side shall be given timely notice of the 
hearing and advised of its right to be present at any meeting at which 
evidence is introduced and to be assisted and represented by counsel. 
Witnesses may be called by either side or by the Committee to give 
testimony, and written statements may alscf be taken from persons not 

.available for questioning emd considered by the committee if neither - 
f side objects. Each side shall be entitled to know the identity of 

all persons who have communicated with tjie Committee about the case, 
and to question all persons who have given evidence. If the faculty^ 
member's professional competence is challenged, he may select one or 
more scholars in his own field either from the University or some 
other institution to appraise his qualifications, but in that event, 
the adminiotrative officer soeking i:ho diomiasal may do the same • It 
shall be left to the Committee's discretion to determine,* after con- ' 
sultation with both sides, whether the hearing shall be public or 
private. 
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The Hearing Committee shail keep a complete record v;hich shalTT 
include all evidence and arguments as well as the final vote and • 
dissenting opinions, if any. At the cbnclvision of the hearing, this V 
recqrd shall be available upon request to either party. Wie Commit- 
tee's consideration of the case shall be based solely on the evidence 
and arguments presented at the hea'i;ing. ' 

At the conclusion of its deliberations, the Committee shall make its 
roconnendations to the cbllege president and send a .copy of its recom- 
mendations to .the. faculty member charged. 

e. Within one week after the receipt of the recommendations, the * 
c<jllege president shall confer'H^ith the faculty member and ask if 
he or she wishes to accept the reconmendations , ^f they are satis- 
factory to the college president. If no mutual agreement is then 
reached, either the faculty i^rabfer or the college president may ask 
that the Faculty Review Commifctee formally review the case, having ^ 
available to it the complete i?ecord of the Hearing Committee, and- W 
make its recommendations - s . 



f . 



If either the faculty member the college president 'wish, within 
a period of one weels after the finish of review by a campus committee 
or committees, he/she may 4-ef er thef case an^ the records to the Board, 
of Trustees for revievyf. The Board shall depide v;hether to review the\ 
case witiiin 60 day^ and notify both principals in writijig. If the 
Board deVdes to review the case, bo'th principals shall be given an 
opportunitx for argument, oral or written or b^th. The ^decision of 
the Hearing Committee shall either be sustained or the ^oceedings re- • 
turned to the Committee with objections specified^. In. such a case, 
the Committee shall reconsider its recommendation, taking account of 
the stated objections and receiving new evidence^ if necessa^. 'it 
shall report its final recommendation to the Board and to the faculty 
member concerned. After studying the Committee's ^inal recommenda- 
tion, the Board shall make ^ final decision »in the case. 

K. Retirement 

X. The tenujfe of each member of the^ faculty terminates on the June -80 fol-^ 
lowing hisAer ^5th birthday, except for members of the faculty in service 
on July 1, 1963, who remained in the State Retirement System. Information 
about the Nev; Hampshire Retirement System for those /ew persons is best 
obtained directly from the Office of the System in Concord. 

;2. Under rare and unusual circumstances, and at the discretion and on the 
initiative of the College, employment of a member of the faculty may be ex- 
tended beyond the normal retirement age, but in no case may annual retentions 
be extended beyond the June 30 following the 69th birthday. 

L. Retirement Plaps 

1. TIAA-CREF Retirement Plan ^ 
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av The University System retirement p3.an for the majority of faculty-, 
or^those not under the State System iss under contract with the 
Teachers Insurance and Annuity Association of /America and the College 
Retirement Equities Pund. New facultM with the rank of assistant jJro- 
fessor or higher ( and those who currently belong to a TfAA program 
elsewhere) may enter this progiLam af the beginning of their service 
with .the University. Administrators whose salary equals the average 
salary paid to assistant prof elisor s maji also join immediately. Others 
must join ^after one year unfess they sign a waiver of any claim on the 
University for retirement benefits. 

b. Under TIAA-CREF, the University contributes 5 percent and the 
faculty/staff member contributes 5 percent on the amotint equal to the 
Social ^^curity base of hisAer annual salary'. On ainounts over the 
base of Social Security, the ph i vers ity , con tributes 10 percent and the 
employee contributes 7 percent. Fabulty members may contribute a 'high- 
er percentage of Itheir annual salary if they want to ^sure a higher 
retirement income. Salary r^^duction (tax-deferred' annuity) is availa- 
ble to participants.^ The Uh|vorsity's contributions are fully and /im- 
mediately Vested for faculty members. 

c. The legal form is an ihdi^vidual contract between the Association 
and each individual employee. Theseycontracts read that the '"annuities 
do nq^J: provide for loans or cash surrender." However, TIAA-CREF 4oes 
permit cash returns of premiums (termed "repurchase") providing that: 

1. The annuities haye been in force not more than five years; 

2. The total deposits db nOt exceed $2,000; 

3. The annuity owner requesting repurchase is neither employed by 
nor moving to a participating institution? 

4. The contributing institution (s) consents. 

d. The University, having ^made contributions to the retirement con- 
tracts of given individuals ^ authorizes the University Vice President/ 
Treasurer to approve requests for repurchases by severod* employees up- 
on the approval of TIAA-CREF, but shall require the return of insti- 
tutional contributions to the University. Any returned contributions 

*so received shall.be crypditpd to the Retirement Fund Expense Account. 

2. Old Aqe and Survivor's Insur'ance (Social Security) 

All IThiyersity System employees, exc^pt"^ose covered by the Federal 
Civil Service Retirement Program, are enrolled in the OASI (Social 
Security) program at its current rate. 

3. Supplemental Retirement Income 

This package guarantees annual ftcome for faculty and P.A.T. staff 
members who retire at age 65 with at least 15 years of fuli-tiifte ser- 
vice, on a graduated schedule, inclusive of Social Security and TIAA/ 
CRFF benefits: 15 years guarantees $3,600; 25 years, $6,000. ^Reduced 
benefits for retfirement at age 62. 

• 4. Supplemental Retirement Annuity 

The University System also makes available through TIAA-CREF, a Supple- 
mental Retirement Annuity (SRA) to enable a faculty member to insure 
greater retirement benefits with additional* tax-deferred annuities. The 
faculty member may make additional contributions in accordance with IRS 
regulations. . SfiA contracts may be cashed in at any time. 
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Leaves of Absence . 

^' Improvement 

"^^^ rank^of assistant professor and above (and 
staff members wxth an equivalent rank) shall become eligible for leave 
' « of P^?^essional improvement . upon the completibn of six years 

nL f '^^^ ^ff^''^ college in the rank of instructor or above, 

^ ^P^"* °" previous leaves j^ith or without pay. Such 

foH wh^i """^ ^''^''^^ one-half year witih full salary, or 

for a whole year -.vith half salary. , • AT'"^ 

ll JPf be, submitted to the President throiigh tlie chairman ' 

^v, r^^"'' ^'^ ^"^^ appropriate dean one year in alvance of the 
date the leave is to begin, if possible. 

nA^inV^ f professional improvement are granted by the 

sul€ation^^^'^H recommendation of the President, atter con- 

sultation with the appropriate deans and- the department chai^an. Kach 
application shall be decided upon its individual merits. LeE arf 
granted m recognition of > the University's responsibility fir facilitatina 

be1foTS;e :cadLi"^^T''-^' ^"^^'^^ ^^^'^''^ among^X L^^^^^^^ 
degreef Profession, and to facilitate obtaining 'the doctor's 

* / . ■ 

r;turrto ^^ 'granted with the understanding that t/e recipient shall 

return to the service of the College for a -period of on^year or reimburse 
the university for the full amount .of the salary receivid whll^on iSve! 

- ' b^dqeted'^f^ndfL^^"''"' '"'"^ ^'"'^^ " subject^^to th/re being' sufficient 
. ' SS'pf'W': Spa'r;„:nt!"''^°" °' the staff m^er.^duties by other - 

2. Without Pay 

l^/'ttT4 S^T^ '"^y ^^^^^'^ ^° /embers of the faculty 

and staff by. the Board of Trustees upon the recommendation of the President 
Applications shall -be submitted to ^e President though the c^alr^S of 
' • SduS r if' appropriate deans. Ea^h at&cation is deciSd upon 

v^t^geTof ^ieloU^ge?''^^ consideration of the/advantages and disad- ^ . 

' b. The College will continue, upon request, to Jay its norn^al share of 

• tSt''' ?"'f.''' ""^^ ^"""'"^ P-y^/^i- Share inihe event 

that a faculty member does not return following an unsalaried leave re- 
imbursement of the university's share of such Lyment must be made!' 
Leaves are not grante<^ ordinarily for a f>efio^of more than ,ne year. 

3. Military Leave 

faculty mJtoer will be grlnte^i military leave of absence 
wx^thout pay by the President upon voiuntary/br involuntary assignment to 
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extended active duty with the United States armed forces." Military 
leave shall continue throughout the period of active duty. 



b. Upon satisfactory completion of th6 term of service, the faculty mem- 
ber 'is entitled to "reinstatement*' .in the same status which he/she held ^ 
prior to military leave>.if the request for reinstatement is submitted 
within 90 days of releais^ from active duty cr from hospitalization which 
continued military service. 

c. Temporary military leave of absence/ as required by' the military unit 
to which he/she is attached, will be granted to a full-time faculty mem- 
ber by the Dean for not more than twenty-two days (22) in any 12-month 
period for the purpose of res^tve training or active duty. The faculty 
member on temporeiry military 'leave will be paid the difference between 
his/her regular pay as a faculty member and military pay for such leaves. 

.4. ^or Jury Duty ^ 

a, A temporary leave of absence may be granted to a faculty member by 
the Dean for the purpose of satisfying the individual's civic responsi- 
bility when summoned for jury duty. 

b. The -institution will pay the difference between the individual's tegu- 
lar pay and jury duty compensation (not including expenses) during the 
period. of the leave of absence • An alternate arrangement is also pro- 
vided whereby the individual serving can repeive full pay for the period 
of leave by remitting to the instj;foution the compensation received from 
the court (not^ncluding expenses). The individual shall suffer no Iqssof 
annual leave or (5ther fringe benefits during the period of leave. It is 
expected that the\ leaye of absence will be granted for only .that period 
required for^ juryNfluty and that the faculty member will be available at 
those times and on those days yihen jury duties are not require. 

5. Disability -Leave (Short-term and Long-term)' . 

a. The University System provides a long-term disability insurance plan 
in which a faculty member may choose to participate. The plan provides 
benefits after six months of total disability in the amount of two-thirds 
of last salary (combination of Sqcial Security and benefit and disability) 
which continues for the duration of the disability or until age 65, 
whichever is first. 

ft 

b. In the intervening six-month period ' from the date of disability to th^ 
date of commenc^ent of long-term disability benefits coverage, the Uni- 
versity System will provide for temporary illness, sick leave, and for 
short-term disability by providing full pay for a period up to six months, 
or until the onset of lortg-term disability.. 

c. In the event of subsequent periods of disability after utilization of 
all or part of the benefit provided above, the following shall apply: 

(1) If the subsequent disability is unrelated to the fivst, the same 
policy or benefits outlined above will apply. 
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(2) Should repetittiver ippabilities create an inability to handle the 
responsibilitie$: o^^^he job prpperly, appropriate action shall 

— ^' 4^.0^^ eligibility for total disability insuremce 

conditions of employment. 



be considered! 
or amended tei 



d. Compensation for iJoss 4|J^earning capacity cind payment of medical ex- 
penses due to injliry, iocc^^ional disease, or death arising out of and 
in the course qf emplOymsatrfis provided under the Workmen's Compensation 
Law. It is imperative th«fe||Lnjury sustained during employment be prompt- 
ly reported. 



6. Pregnancy- Related Dis^iiit|es 



a. A member of--cthe 
xs unable to perform 
ber and her department 
tion to safe working 
pregnancy. 



fiicuf't^may choose to work while pregnant unless she 
tier fj^. in the normal manner.' A pregnant staff itiem- 

cl^^^pTOan are each expected to give due considera- 
it;on4ife$6^s and practices during the period of. 



b. Pregnancy and/or 
not f^r any fixed per 
opinion indicates thai 
ly required duties of 
Temporary Illness and 
should continue until 
medical opinion, is 
without medical compl 
'twelve (12) weeks 



before 



7.- Sick Leave 



are considered disability conditions, but 
o4 ^Hl^e. When in an^individual case, medical 

a :^pi|lty member's pregnant state and ^th^^egular- 
berjM^sfition are incompatible, the policies for 



L^^^^tif Absence for Illness shall apply. Leave 
an^{^|iiy until the faculty member, on the basis of 

|:);etum to work. For pregnan<?y and childbirth 
cajb^ni, leWe may be gtanted for up to a total of 
after childbirth. 



ai>ler 



Sick leave -is provided by ;)ithe University System. It includes 15 days 
fach year, earned at th^ f!f^^ ^ -^/^ days per month, for a maximum ac- 

rjcirig iit^:^s. ' . 



cumulation of 130 worK 



8. Death in the F^ily L^av^g v 



Leave includes 5 daysi fd;^j;fp!(miediate family, 1 day fo 



r ot^r 



relatives. 



9. Vacatiion Leave 



'Si"" 



Vacation leave informat;i<5jtj^^ 4-3 specified on the individual's letter of 
appo in tmen t . 



N. Holidays 



■^3 



The following holidays are^ si;fecognized- as University holidays: 
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New y^lir's Day ' » 

MemQi|tl;|il Day (last Monday in May) 
Inde^nilence Day • 
^^)tcontinued) 
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Labor Day (First Monday' in September) 
Veterans * Day • 
Thanksgiving Dav 
Christmas Day 

and four additional holidays to be determined and 
announced by Plymouth S^^e College 

0. Workmen ' s ^Compensation 

1. The Workmen's Compensation Law provides compensation for loss of eamihg 
capacity and payment of medical expenses due to in^ry, occupational disease 
or death arising out of and in the course of employment. Workmen's Compensa 
tion is available to all University System employees — permanent, temporary 
and part-time. 

2. The Workmen's Compensation Law^ requires that all faculty promptly i:eport 
every injury during employment to^ their immediate supervisor <See Policy 
Manual XVII-C--2 for reportinrr) . The "Employee's First Report of Injury or 
Occupational Disease" must be forwarded to the Labor Department, State of 
New Hampshire, by the System Personnel Office within five Working days from 
their knowledge of the accident. . ^ ' 

3. Faculty who are totally disabled from work-connected injury are entitled 
to all Workmen's Compensation benefits and to full pay for a period of disa- 
bility not to exceed one calendar year (beginning with the first day of 
disability) , payable on existing pay dates (except that the combination of 
Workmen's Compensation >and pay shall not exceed full pay), and sxibjecfto 
payjroll deductions with respect to full paid benefits. 

P. Unemployment Compensation . - 

* • 

1. All faculty members of the University JSystem are covered by unemployment 
compensation insurance. The purpose of this coverage is to protect em- . 
ployees from complete loss of pay during periods of unexitployment . The only 
exception is a i regularly enrolled student. " . 

2. The University System pays the total cost of this benefit by reimbursing 
the State of Mew Hampshire for all claims actually paid. 

Insurance 

1. Life Insurance 

Details on life insurance programs are provided in the University System 
\ Fringe Benefits Summary at Paraaraph Y of this section. 

\ 

2. \Health -Insurance 

a* Group Health Insurance to Include riajor Medical Coverage 

The hospitalization insurance program is a group plan providing both 
hospital c^nd doctor services. Two options are available to the em^r 
ployee, a high and low plan.. The employee is furnished .the, low- option 
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at no expense, and may elect/the high option by paying a premium. 
Family coverage for both plans is available on payment of- additional 
premiums. ' ^ 

b. The basic plan (low option) provides for room and board (semi-private) 
and other hospital chafes for 120 days, and surgical benefits according 
to a schedule, with maximina surgical procedure payment up to $425. 

c. A more extensive coveraae, the ^high option, provides for room, board 
and other hospital charges for 120 days, with surgical benefits up to 
$1,800 per procedure. 

d. Major medical benefited up to 1 million'' dollars (lifetime) are provided 
after $100 deductible per person per year. Maximxim deductible of $300 
per year per family. Benefits are paid for covered items, 80% by the 
insurance carrier, and 20% by the individual up to the first $2,00(5, then 
100% by carrier for each calendar year. 

3.* Dental Insurance 



A group dental insurance plan is provided* at no cost to the staff mem- 
ber. This plan provides for reasonable and customary charges for dental 
care for employees, $25 per year deductible. Dental charges are paid 
80% by the insurance carrier and 20% by the employee for routine pro- 
cedures f50% is paid for major procedures), un to a maximum of $1,000 - 
per year. Group dental insurance for dependents is also made available 
with costs borr^e by the employee. 

R. Educc^tional Benefits . 

1. A faculty member fillihg a budgeted position may enroll in any of the 
regular, credit courses offered by the University at Durham, the colleges 
at Keene or Plymouth, the Merrimack Valley Branch, or the Schoor of Continij- 
ing Studies, and receive a waiver of tuition according to the following 
schedule. This benefit does not apply to non-credit courses, "short courses,'^ 
institutes, or courses offered brother universities oh campuses of the 
Uhiversity System. 

The benefit for faculty is: 



Percent of Appointment 



Full-time 

3/4-time 

1/^-time 



100% 
75% 
50% 



Educational Benefit 

2 courses/semester (6-8 credit hrs, /semester) 

4-5 credit hrs. /semester * 

1 course/semester (3-4 credit hrs./semesiter) 



Note ; For summer session, the faculty educational benefit is equal tq^ one- 
half that of a fall or spring semester benefit. (Example: a full-time em- 
ployee is entitled to one course or 3-4 credit hours tuition free.) 
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2. Spouse and dependent children of faculty nwanbers may enroll in any of 
the regular credit courses offered by the University at Durham, the colleges 
at Keene or Plymouth, thfe Merrimack Valley Branch, or the Schocfl of Continu- 
ing Studies at one-half the tuition rate charged in-state residents. 

3. The\tuition grant or waiver will be extended to all -eligible faculty who 
are on the payroll on the Monday preceeding the first day of classes. Fac- 
ulty terminating during a semester are responsible for paynient of a prorated- 

/ tuition charge. 

S. The Faculty Loan Fund 

The Faculty Loan Fund is designed to encourage professional improvement by 
way of advanced ^udy. The terms and conditions of this fund are as ' , 
follows: 

1. Faculty members who have served the College not lesff than two years, but 
who have no1: been employed the required time nor achieved the acadenic rank 
and title to be granted paid leave for professional improvement, shcill be 
eligible to borrow not to exceed a total of $5,000 from this loin fund; 

2. A Faculty Loan Committee consisting of the Dean of the College, the 
Business Manager, and throe faculty members appointed for three-year terms 
by the Faculty Welfare Committee shall recgmmend to the President of the 
College the amounts of such loans to be grafted to each faculty member whose 
application is approved. 

3. Interest shall be at the rate of 4% from the date of loan until jthe loan 
shall have been paid in full, except that as soon as^uch faculty member's 
employment by the College is terminated, the rate shall advance to 7% until 
the loan is paid in full. 

4 . Interest shall not be payable during the time the faculty member is 
actually on leave for professional improvement, but will be computed from 

. 'the date of the loan and incorporated in the installment schedules of re- 
payments hereinafter set forth. 

^ 5. Repayment of the loan and' interest thereon shall be at the rate of not 
less than $50 per month beginning with the first salary payment for the 
month in which the faculty member returns to service at the College, then ' 
shall continue at this rate for each month in which the faculty member re- 
ceives compensation from the College during the academic or fiscal year, 
depending upon the type of contract held by the faculty member. Such pay- 
ment shall include both interest on the unpaid balance and reduction of 
principal. ^ 

6. Nothing in this installment schedule of repayment shall be construed as 
other than a minimum requirement, and would not preclude the repayment of 
the loan in such larger amounts as the faculty member may elect. If the 
faculty member's employment by the College is terminated, repayment shall 
be at the rate of not less than $75 per month, covering both interest and 
principal, effective with the date of such termination of employment. 

7. Persons interested in making application should see the Dean of the 
^ College. 
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T. Credit Onion Membership 



1. Faculty members are eligible for membership in the New Hampshire State 
Employees Federal Credit Union. As a member , the individual may have re^- ^ 
lar savings deducted from' his bi-weekly pay and is eligible for low^interest 
loans of up to $10,000- 

/ 2- The business office^ has copies of a credit union brochure and information 
as to other benefits. ^ 

U- Living and Dining Ac commodations 

1. t^en there are dormitory or other living accommodations available, staff 
members may rent campus 'facilities. 

2. College dining rooms are open to staff members and their guests at regui- 
Icir student rates. 

mi 

3. Employees having official guests and» being required by the nature of their 
work to h^ve a meal here with their guests instead of off-campus, may make 
arrangements to have these meals charged to the College through the business 
office- ^ 

4- Guest rates during special conferences will be the rates established for 
the conference participants - 

5. Staff members having knox^yledge of groups coming to campus to be fed should 
work closely with the Business Manager and Food Service Manager on details 
of numbers, arrangements for payment, etc., as far in advance as possible. 

V. Family Conflict^ 

riore than one member of an immediate family »may be appointed by the Uni- 
versity to professional or administrative staff or faculty positions. Each 
such appointee shall receive the full benefits and privileges of a regular 
appointment. However, no faculty member, department chairman, dean, or 
other administrative officer will participate in decisions affecting the ap- 
pointment, tenure, promotion, or other status of a member of his or her 
immediate family. ^ 

W. The College Camp 

1. The College camp! located at Loon Lake, is available to both faculty and 
students. Reservations should be made thfough the maintenance secretary who 
will issue the keys. Its use is restricted to college students, faculty, 
slj^ff, alumni, and their guests, and persons using it should help enforce 
^ the ruling that it is not a ^oiblic beacl^- 

2- During the summer,' the camp may be reserved by staff families for a 
period not to exceed one week- This time nay be extended if n^ other reser- 
vations are made, but the one week ^imit is designed to distribute fairly 
the use of the camp time- The back bedroom on the first floor must be kept 
available to others entitled to. use the camp for changing for swimming durina 
the day. 
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3. To help defray the costs of electricity, insurance, equipment, and 
maintenance for the camp, a charge of $35 per week will be made for its use 
by staff families. 

4. All users should take great care to see that fires ^re thoroughly ex- 
tinguished and all doors and windows securely fastened upon leaving. All 
waste and garbage should also be disposed of; leavinq the camp c^ean for 
the next user. ^ . 

X. College Research Grants 

1. The College maintains a small research grant fund to assist /members of 
the faculty in minor research underteikings. These grants might apply to: 

a. Small research projects; 

b. Completing publications; 

c. Providing the initially vali^ research evidence necessary for the 
application fox larger research .^.cfrants. 

2. Ree»-iests or proposals should be submitted in letter format to the bedn 
of the College, v/ha will effect a committee evaluation based upon the 
following: ■ 

a. One such request may ordinarily be granted to a faculty member 
'for any given project and for any one year unless a faculty member 
has more than one project proposal for any one year. Such cases 
involving more than one grant request per year will be reviewed by 
the coimnittee, and if it is determined that such a request vjill not 
financially jeopardize grant requests of other deserving facult-v* 
it may be honored. 

b. All proposals will be carefully reviev/ed in tetms of their 
benefit to the academic and/or social environment of Plymouth State 

* College. 

c. Ordinarily the maximum grant will not exceed $200. 
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V* University Sy 


Stem Fringe. Eienefit 


4^ Sximmary ' ' * \ 


4. 

\ 


BENEFITS 


cost 


WHAT THE BENEFITS PROVIDE TO YOU 




VACAtlOW/PERSONAL 
LEAVE 


Paid by emplover 


P.AT,, 22^avs oach year, accumulation 30 days; aftaijemic y«ar 
faculty, vdcatioti associated' wah academic year calcjn^r • 
*'vaaatior*:or holiday periods." \ ' 


SICK LEAVE 
• ■ 


Paid by employer 


15 days each year earnod at the rate of 1 Va days a nu)mh\ 
accumulation 130 working dby<;. . ' \ ^ 


0ISA8ILITY LEAVE 
SHORT TERW 

LONG TERM 


Pajd by employer 


(t-or serjous illm/ss or injury} . \ \ \ 

Full pay for a ponod of six months or full pay for tho period o\ 
Time between ihn oxhwuM*oi3 of s.ck leavf J^ui ihp onsot of \ \ 
:orig term disability, v/^f7d-icv(!i IS less. \^ 

uf vjla'y irv.'.lO'iivo c)f Social Security hermfits (benefit \ 
j effectut^ ruiotn^ afleroriM't of^SlisabWity). \ 


MATERNITY LEAVE 


Paid \)y ffPipioyiT Urfvo reoujryd inr punod of dnlj bc*dfinq; bynefils provided as ' 
y \ -strk leave 


JURY DUTY 


r',nri by erpjiior-if SupplpmiTUs jury p,iv to wssurf; Pciymenl fjf your notmjl wlary. 


HOLIDAYS 


Paid by empjoytxr 

1 


^ Fiical-year (?mployces. 11 holuhyr. \m !,chftdulc; academic - ^ 
; yoar ompioyeei, v^iraiton av.dcuiieij v^/iih aSidrnnic y<Mr calendar v 
j **vac*iforj or holiday periods." . 


M'PDICAL AND MAJOR 
WeOlCAL INSURANCE 


Paid hy e/rjploy^i| 
for FaculT//P.A.|r, 
^taff rnemoor 


Lnw htgh options available: 'Scmi private loom pUin, dociqfV 
visits, sur()eons' fee-,, and cost'. of ukU'ii'.jvj- ♦iitvici's piM 
pubhshf.'d ".choduii*. fBCBS) dependent cc^veraqo iwu,labl<j. 


OENTAL INSURANCE 


Paid by (fmploye: 
for Faculiy/P.A.T. 

C ^ ^ f T tir% A rvi t*in^ 

aiuii niPrTiDCr 


Pays 8(^^« of routine, 50% of major troatm^jni per published 
sch{-dul(* aftor a $2B per person per yeai deductible. Maximum 
Sl.OfK) ppf year, orthodontia hfetime rnaxnnuiit $1,0Q0. 
D^'pendf>nt coverage avaibble, • j 


LIFE INSURANCE 
{Prudential) , \^ 


Paid by employer 


r/^. times salaiy 


* ACCIDENTAL DEATH j 
AND DISMEMBERMENT ( 
INSURANCE 4 

r— f 


Paid by rmpldyeY 

t 


3 times salary • 




SUPPLEMENTAL 
ACCIDENTAL DEAT-H . 
AND DISMEMBERMENT. 
INSURANCE. 


f'aid by'liy^oyer . 

4 


S26.000 addtnonal AD & D cxmin.qa for any accident (24 hours 
per day, 7 d'ayr a w/;ek). Additional $2.5.000 units available 
(up to 3 units (^r S;B,000 additional ctJvr^ragcK 

\ 


SUPPLEMENTAL LIFE 
INSURANCE (TIAA^ 


Paid by indiv:(?iidl 
*Faciilty/P.A.T, miimber 


Optional d^.crediin^tcrrn hfo tfisuiance > 




TIAA/CREF 
RETIREMENT ' 

_ 


Paid by errjployer " ! 
and Facuhy/P.A.T. ' 
staff member i 


Fully vested program aftor fiv»' yeair.: portable; one year, waaing 
period if not aiisistant professor or P.A.T. staff member 
if> Pay Grade 8 + . 


SUPPLEMENTAL 1 
RETIREMENT INCOME 

(COOTINUED) 


Paid by employer 
• 

1 
1 


G»;arantm annual income for faculty and P A T. siaff members wl 
retire dt age 65 with at least \b yfiitrs of full-timt viivice? on a " 
]raduatcd schedule, inclusive of Social Security and TIAA/CREF 
'Jcnefitsr^lB years guarantees $3,600. 25 years. $6,000. Reduced 
benefits for retirement at age 62. 
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SOCIAL SECURITY 

* 


Extensive benefits: Retirement, disability, death, dependent 
survivors. . . ^ 


Paid by employer 
and Faculty /KAX 
staff member each 5,85?^ 
up to cequired amount. 


MILITARY DUTY , « 


Sijjpplements military pay to equal regular salary. One month 
maximi^m per year. 


Paid by employer 


^EATH IN FAMILY 
LEAVE 


i " — 

5 days for immediate family,- 1 day for other 
relatives. 


Paid by employer 


LIBRARY 


Immediate use 




EDUCATIONAL 


Individual Faculty /P.A.T. staff member 2 courses (credit) each 
semester, 1 credit course each sumr.ter, half luitton for 
dependents. 


Paid by employer 


WORKER'S 
COMPENSATION 


Full pay fgr up to one year iut loss of work. due to job related 
illness or injury plus 100% medic<]rbills paid. Sick leave and 
long term disability policy apply af fer one year in conjunction 
with reduced Worker's Compensation, * 


Paid by employer 

4 - 


ATHLETIC AND. 
CULTURAL EVENTS 

i 


Reduced rales for some events. 


■ 1 ^ 

Special prices 

ft 




« 

*• 

^ , 


V 

»• 

'* , • 
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ZV Emeritus Status " ' 

All tegular ^embers of the faculty retiring because of ager after ten or 
inore 3^^rs of service^ shall be nominated by the President to the Board 
of Trustees for emeritus appointment^ at the rank held at the time of re- 
tireifiint. As a continuing member ofv^he University community^ the emeritus, 
faculty tttember shall have the following privileges: . " 

^Receive notices of University events ^ ^ , , ^ 



Receive a college identification card^ . - '^^ ^^X 

Participate in academic processions, ' 

Have faculty priviSfe^s at the Library, \ 

Upon request r be assigned office or laboratory space for creative 
work, subiect to its availability and to 'the annual needs of the' 
college and the individual. 



ir 



VII-20 

Rev. 1/31/76 



65 



MigC. POLICIES >^ PROCEDURES, AND INFORHRTIOM 
Section VIII f ' 

A. Faculty Mall . y 

!• Canspus miil services sad mailing facilities have been established to 
facilitate the distribution of written ppmimmicatiorts concerning Univer- 
sity business between units on campus ^ between^ainpuses/ and to-andrfrom 
outside individuals and organizations. The use^f these facilities for 
non-Uhiversity related communications or fpr personal ge&ln is riot permitted 

2. Faculty mail will bo delivered to those buildiiws in which faculty 
offices eure located and distributed in mailboxes the^e. You are urged 
to ask your correspondents to send your official mailXto your respective 
building. Mailboxes shdnld be checked at least daily «m the use of these 
mailboxes will be the manner in which the administrative, of f ices will con- 
tact f adulty .members regarding college business except inv c^lses of emergen-? 
cy. Ask yotir correspondents to address personal mail to ypur rqs^dence . * 

Faculty mailboxes are' for faculty use only ."^ No student may remove 
materials from these boxes or piace anything therein. Communxcations * ^ 
from students or outsiders intended for faculty members should loe given 
to the mail clerk or secretary who will place them in the right lv>x. 
Students submitting work tea faculty member should do so in pers^ or 
place it in the instructor's office. \ 

B. Lounge and Informal Conference Facilities \ 

' As the College Union provides lounge facilities and a place to secure 
refreshments^ thfe[ former faculty loxmge (area with the fireplace) in 
Russell House will no longer berestricted simply to faculty. This 
latter area may be used as a small conference room for various groups of*' 
faculty ai\d student^t.. Those using this 2irea in the evening are asked to - 
check the building doors to insure the security of offices and equipment. 

C* Smoking in Rounds Hall 

Because of the age of this building^ and i^s high susceljptibility to fire, 
smoking should not be allowed in its classrooms, corridors, or other 
places except in offices and in the designated smoking area at the foot 
of jthe west stair well. 

^* of College Facilities in Coinmunity Service 

There are occasions when it is in the interest of the. college and the . 
general 'public to participate in .local community activities through the 
use of its facilities, equipment or personnel services. Such participa- 
tion must not involve personal gain and must have the approval of the 
President,* Business Manager, or other authorized official as 
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to the ajiproprlatjBness of the type of activity proposed. Anx' request 
for the use of buildings should be/iiiade In acgordance with Paragraph 
Section VI and requestlB for equipment should be processed through the 
Business Manager. , , i ^ </ ' - 

E. Chaperoning ^ * \ < 



It Is a part of the responsibilities to the college for each faculty 
ineinber to assume his or her fair^share of chaperoning at the various 
college social functions. (See Peuragraph G^^Section- IV.) ., » 

P. Banquets . Dances, and Social Affairs 

Bach yeeur the Union or other student orgathizations sponsor several , ^ 
banquets, dances, etc., to idilch faculty members may be J.nvited. Mem- 
bers ar^^equested to reply promptly to their invitation^ In order to 
facilitate plans for the occasion. Student rates are, in effect for 
these affairs unless the faculty member Is asked as a guest of the 
organization. • ^ 

G. Faculty Athle tics" * , ' 

The faculty is encouraged to meJce use of the recreational facilities, of 
the college. Tennis, badminton, billiards, volleyball, basketball,*' 
s<jimming, or other types of activitlqa may be enjoyed in the game rooiraa 
and athletic facilities. . • , . 

In addition, faculty teams participate in the college Intramural programs % 

H. Revision of the Faculty handbook \^ ^ ' 

1. Revisions to this Faculty Handbook will.be made p^rlpdfcally and 
suggestions for revision should b^ made to the Assistant to th^ President. 

2. However, recommendations which acquire major policy chauigeQ Should be 
initiated through President, the- Advisory Oouilcll, or tneellngs of 
The Faculty. * ^ . 

, • ^ . V ^ 

I. Miscellaneous A ddresse s ^ ' ^ 
^ ^ . - ^ 



Fbr the benefit of new and relatively n^ faculty, a listing of ar^a 
doctors, dentists, hospitals, churches, newspapers, and realtors ic 
provided in Appendix D. This is a random selection for faculty cpn-^ 
venience only, and should not be construed as a college recommendatioi^ 
or endorsement of any specific individual or service. 

J. Area Housing 

The 'Dean of Men's office maintains a limited listing of aveuLlable area 
housing for students and faculty. 

K. Professional Organizations 

1. ^Individual Membership 
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staff members should be ac±lve In tbe affairs of some professional 
organizations In their special interest fields. The college .tries 
to Encourage this participation, within the limits of available 
funds, by providing some travel expenses to conventions or xneet- 
ings of professional colleagues. " - 

2. American lUssociation pf University Ftofessors ^ 

_ /» . ' 

This orgeinisation concerns itself with academic freedom, eoonomic 
welfare, eidministrative 'relationships » and other professional 
interests of college /acuity members. 

L. Oollege and University Name 

The use of the college, and university name is reserved for the off3^cial 
business of the institution. Faculty and staff should make clear in 
their publip utterances whethexr they are or eure not speaking or writing 
as an official representative of the oollege or university. , College and * 
university stationery supplies may not be used for personal business 
or gain (including political activity, and solicitation)', or for business 
connected with outside organizationa. not related to the professional 
activities for which the faculty or Staff mendber is paid by the university. 

M. Affirmative Action • ^ " 

Plymouth State .College is 2m equal opportunity employer and has an 
Affirmative Action Oodnittee, and a detailed Affirmative Action Plain 
whi^h is available in the business office, the student affairs office, 
the office of the College Dean, and the Library. 

'a . * 

N. Clerical Services - ' . ^ 

1^ A limited amount of clerical work, such as duplication of tests, will 
be done for faculty 'members by the office staf^^h each 'instructional 
building. If you can prepare ybur own stencils or masters; ^leeme do so. 
Please be reasonable in the an|>unt of duplicated work you request. All 
master cpp4.es prepared for duplication by«»faculty members must be ixi the 
office not iater than one day before it is heeded. Oxily the office staff 
will use the duplicating and copying machines unless faculty members are 
thoroughly familiar with their operation, ^ 

2 • Faculty members are urged to plan ahead and make the earliest possible 
eurrangements for material i^ich must be typed prior to duplication. Noi^** 
mally the secretaries should be allowed up to three dkys for itcsxta which 
must be typed 2md duplicated. ^ 

3. Faculty secret2uries £ure available in Russell House, Boyd Hall, the 
Physical Education Center > Hounds Hall, Faculty Office Building #24, and 
Silver Hall. 

4. Typewriters eure ^gif^ally av2dla!ble for use- by staff menibers within > 
each department. 
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O. PolgLcy I Governing Political. Activi 

1 

•The fdllowing policy governing political activity was adopted by the Board 
of Trustees in 1950. It was reaffirmed in 1956, and again in 1964^ 

1. The right of assembly and freedom of speech (of University employees) 
• shall be limited bnly to the ^tent applied to other citizens for^^'the pur- 
'Ppse of preve^ing assembly f#r illegal purposes or the advocacy of over- 
throw of government by force ?| subh rights shall be ^respected according 
their leaning and applicatio^ under law and within the function and progr^ 
of the Unive3:?sity. 

2. Reasonable use may be nma^e cjf campus facility for political meetings and 
discussions when conditions! applied to other student groups have^ been met. 

3. Outside speakers may be j/invited to address such groups on the same basi% - 
as speakers are invited to/address other student organizations. 

4. The Univejrjsity cannjpt afccept responsibility for views expressed or en- 
^tertained by either speakers or groups, except as stated in Paragraph 1. ' , 

5. participation of f aculilr/ m in political action j.s gpvemed by Para- 
graph 1 (B) of the 1940 Statement of Principles of the American Association 
of University Professors// which reads as follows: i * 

- . . " // ' ' ■ 

"The college or university teacher is a'^citizen, a member of a learned 
profession, and an officer of an educational institutiqn. T-^hen he speaks 

myites as a citiz/fen, he should be free from institutibfrtd: censorship or 
discipline; but" his //special position in the coram.iinity imposes special ob- 
V'. ligations. As a majS of learning and an educational officer, he should re- 
member that the public may judge his profession and his institution by his 
utterances. Hence jhe should at all times be ^accurate, shoul^^ exercise ap- 
. ^ propriate restraint, should show jre spec t for the opinions of others, and 
should nake every feffort to indicate th^t he»,is not dn institutional 
spoke sgman." 

6. This .policy is inten^ierd to express the University's desire to facilitate 
free discussion of A of view to the extent t>ermitted by th^ pon- 
stitution of the Un|teel Stages and/ of the State of ^Tew Hampshire. ^ 

P . ^ Holding Political f ice 

. The Foard of Trustees, on March 21, 1964, adopted, the following policy in 
connection with holding political office: 

"The Board off Trustees will not object to any member of the faculty 
or ^taff of the University running as *b candidate for any political of- 
^fice. However! should the amount of time required by the office or the 
candidacy for the office be such as to materially, affect the time the 
faculty or stafff member is expected to spend on his^it^rsity post, he 
. may be required ^tp take a leave of absence or^the terms and c^onditioris of 
^ his employmeni may be amended." . ■ 

p » . I ■ . ' 

This policy was reaffirmed by the Board of Trustees on September 23, 1974, 
with the following additional guidance bei^ig adopted; 

'"The Board of Trustees *\^ill continue to iiisist that facu/lty and staff 
members of University System institutions electe^-or appointed to servef 
in public office be held strictly accountable to- the "'administration and 
the Board for' satisfactory completion of their full-time Responsibilities 
on the campus. . l*7here such full-time service is not possible in light of 

■ i 
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the requirements of any public office, the Board will require the administra- 
tion to make satisfactojfy adjustments in both 'the workload and the salaries 
of such employees to assure that all instructional^administrative responsi- 
biJ-iti^s are faithfully fulfilled at all times. |ik ' 

• • . . * 

The Board of Trustees emphasizes that a faculty or staff member of ^y ^ 
University System institution, in holding any public office, speaks and 
acts as an Jlndiyidual and is not authorized to speak or act as an official 
representative of the University, whether serving in the Stafte Legiislature 
or On a community governing board. 
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BY-LAWS OP 




^JiYMOUTH STATE COLLEGE FACULTY 



p{Article I 



Name 



- .The name .of this orgarill^ion shall The Faculty of Plymouth State 
CSollege (hereinafter called Faculty . ) ^ 



Article II 
Object 



Under -the leadership ot; the President of the College and subject always 
to the approval of the Board, of Trustees of the University of New Hanpshire, 
.the Faculty shall have Icgialative jurisdiction in all matters or student goV- ' 
emment and educational policy not otherwise prescribed by the Board of Trustees 
of the University . , 

(Reference: By-Laws of the Trustees, Article IV C, Section 2. Paragraph 
2, The Faculty of P,S,C,) ' • ^ 

. Article III 



Members 



Melttoership in the Faculty shall be restricted to those persons employed 
.at Plymouth State College who hold an administrative office or a faculty rank 
specified in Section A^ or who are qualified through the procedures outlined in 
Section B. . . • 



A. 




5 
6 
7 
8 
9 
10 
11 
12 
13 
14 
15 
16 
17 
18 
19 
20 



Membership through position 
1. President of Plymouth. State College 
Assistant to the President 
Dean of the College 
Dean (s) of Instruction 
Professor 

Associate Professor 
Assistant Professor 
Instructor ^ 
College Librarian 
Assistant College Librarian (s) 
Dean of Student Affairs 
Dean of Men 

Dean of Women ^ 
Business Manager 
Director of Admissions 
Director of Public Relations. 
Director of Alumni Affairs 
Registrar 

Supervisor of Computation Center 
Director of Placement 
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APPENDIX A 

.Plymouth State College' 
Faculty Handbook 



B. Qualification procedures for membership 

1. .The President may nominate a person in a specified office for faculty 
membership. 

- 2. Membership shall be obtained by that person for as long hs he/sh^ re- 
mains in the office, as specified, upon approval by the Faculty Welfare 
Committee. ^ ^ 

Article IV 

Officers ^ 

A. A Faculty Speaker shall be elected by ballot annually at the last regu- 
lar faculty meeting of the year. The Speaker shall assiame office at the 
first faculty meeting of the next academic year. 

« 1. .The Speaker shall preside at all faculty meetings- In the absence of 
the Speaker, the President shall preside until the assembly designates a 
temporary presiding officer. ^ 

2. The Speaker shall prepare the agenda for faculty meetings in consulta- 
tion with the President. 

3. The Speaker or his/her designated representative shall be an observer 
tb the meetings of the Student Senate. 

B. The President is the chief administrative officer of Plymouth State Col- 
lege. (In the President's absence; some administrative officer in ^the 
chain of command will assume this role.) The President shall be re- 
sponsible for providing adequate secretarial service for faculty tod 
Advisory Council meetings. This service to include prior distribution 
of tJhe agenda and the taking and publishing of the minutes of each 
meeting. 

C. A Faculty. Observer to the meetings of the Board of Trustees shall be 
elected annually hy ballot at the last regular faculty meeting of the 
year. The Observer shall assume office at the beginning of the nexb 
academic year. 

1. The Faculty Observer shall attend the meetings of the Board -©f Trus- 
tees and report periodically to the faculty.^ In the absence of the Fac- 
ulty Observer, the Faculty Welfare Committer shall designate a temporary 
observer. 

D. A Faculty Observer to the meetini^ of the Board of Trustees Educational 
Policy Committee shall be elected every other year by ballot at the. last 
regular faculty meeting of the year. The Observer shall assume office 
for two yea^rs at the beginning of the next academic year. 

1. The Faculty Observer shall attend the meetings of the Boar<| of Trus- 
tees Educational Policy Committee and report periodically to the faculty. 
In the absence of the Faculty Observer to this commitfee, the Faculty 
Welfare Committee shall designate a temporary observer. ^ , 

Article V 

^ *^ ^ 

Meetings 

\ 

A. Unless otherwise ordered by the Faculty Welfare Committee and the Presi- 
dent, regular meetings of the fa'culty shall be held at the call of the 
President of the College at the beginning of the academic year in the 
fall and in each of the subsequent months of the academic year'bn the - 
first Wednesday th^t college is in session. A quorum for a regular fac- 
ulty meeting shall be the member^ present. ^ 

B. Special meetings of the faculty shal^ be held at the call of the Presi-' 
dent of the College or the Faculty Welfare Committee. Thirty-five (35) 
faculty members shall constitute a quorum for special faculty meetings. 

C. The Student Senate President (or' someone designated by him/her) and five 
other students designated by the Student Senate shall be observers to 
faculty meetings with speaking rights. 
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, ' Article VI 

The Faculty Welfare Committee and 

The Review Committee v . 

A. Uie Faculty Welfar^ Committee has as its functions: 

1. To see that the interests of the Faculty as a group of profession- 
al persons are adequately represented. 

(Reference: By-Laws of the Trustees ^ . The Faculty Welfare 
Committee ,) 

2. To approve a per^Jon in a specified position nominated by the Presi- 
dent for membership, if in the Committee's judgment he 135 quali- 
fied, 

3. To call a special meeting of the Faculty, if in the Committee's 
judgment one is necessary, 

4. To cause the Faculty to fill any vacancy in an elective position 
as- it arises, ' . 

5. To assign one of ^±s members to the Personnel Committee of the 
* Trustees to dealTB:h policy matters only, 

6. To perform such other duties ap specified by the Faculty Handbo6k 
and by these by-laws. 

B. Hie Faculty Welfare Committee shall have five (5) members r four elec- 
ted by ballot of the Faculty and one the chairman of the Review Com- 
inittee ex-officio . The term of each elected member shall be two years. 
Two members shall be elected by ballot at the last regular Faculty 
meeting of the year and shall assume office at the beginning of the 
next academic year. ; ' 

C. The Review Committee has as its functions: ' 

1. To mediate professional disputes involving faculty individuals. 

2. To perform such other duties as; specified by the Frfculty Hand- 
book and by these by-laws. 

D- The Review Committee shall have five (5) members, four elected by 

ballot of the Faculty and one the chairman of the Faculty Welfare Com- 
mittee ex-officio > The term of each elected member shall be two years. 
Two members shall be elected by ballot at the lalst regular Faculty 
meeting of the year and shall assume office at the beginning of the 
next academic year. i * . 

V No member of either committee, except the Chairman, shall serve on 

the other cdfranittee. 

Article VII 
The Advisory Council 

A, The Advisory Council shall meet at the call of the President S3*-^iXi^^dr 
visory body. This council shall act to advise on proposals before 
presentation to the entire Faculty and as an advisory group to* the \, 
administrative officers or some sub^gt of the Faculty or th4 Student 
Senate. (Reference: By-Laws of the Trustees, Article IV C, Seption 
4, The Advisory Council .) . 

B. Membership of the Advisory Council shall include the President of the 
College (as presiding officer), certain faculty as ex-officio members, 
six elected faculty. President of the Student Body, the Speaker of the 
Student Senate (or his designated representative), and enough 
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Students so that the total number of student^ equals the number of 
non-students, excluding the President of the College. 

1. The ex-officio members shall be thfi Assistant to the President, 
each Department Chairman, the Dean of the College, the Dean of 
Student Affairs, the Business^ Manager, and the College Libreurian. 

2. The six elected faculty members of the Advisory Council shall be 
elected by ballot by those members of the Faculty not the Presi- 
dent or not ex-officio members of the Advisory Coxmcil. The 
term of each elected faculty member shall be two years with 
three two-year positions being filled each year at the last regu- 

^ lar Faculty meeting of the year. The members elected shall as- 

sume office at the beginning of the next academic year. 

3. The methoa of determination of the student members (other than 
the ^President of the Student Body and Speaker of the Student 
Senate) shall be accomplished by the "Student Senate. 

' * C. The President shall determine 'the spewing riglits' pf any nohrmember 

J present at an Advisory Council meeting.* 

Article VIII 

The Student Senate • 

A. The Faculty delegates through the President of the College, to the Stu- 
^ dent Senate the legislative jurisjaiction in matters of the student^ 

government and purely student |tf fairs. It is understood that all pow- 
ers of the istudent government are derived by delegation from the 
President of the College with the advice of the Faculty. (References? 
By-Laws of the Trustees, Article V. Section 4, Paragraph 4e. and 
A Constitution of Student Government for Plymouth State College, 
Article XIII ^ Deleqattion of Authority .) 

B. The Facult/ Speaker (or someone desigrnated by him), the Dean of Stu- 
dent Affairs (or someone designated by him), and four other faculty 
designated by tlie Dean of Student Affairs shall be observers to^-Stu- 
dent Senate Meetings with speaking rights. 

Article IX ^ 

Committees 

✓ 

A. Hie following committees with composition as indicated, shall be ap- 
' pointed annually by the President near t±e beginning of the academic 
year. Faculty appointments shall be subject to review by the Com- 
mittee on Committees. Student appointments shall be subject to 
approval by sthe Student SenSite. The duties of each committee shall 
be as outline^d in the. Faculty Handbook . 

1. The ADMISSIONS POLICY COMMITTEE is composed of the Dean of Stu- 
dent Affairs, the Associate Dean of Instruction, the Director of 
Admissions, two ^culty members appointed to three-year terms , 
* (one for an initial two-year term) , «md two students selected 
^ by the Student Senate. The Committee elects its chairman. 
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2. The STUDENT PERSONNEL COMMITTEE is coit5>osed of the Dean of 
Student Personnel, the Dean of Men, the Dean/Df Women, three 
faculty members appointed to three-year terms (initially appoint- 
ed to one-year, two-year, ang three-year terms), and three stu- 
dents selected by the Student Senate, The chairman of the com- 
mittee is the DeM of Student Personnel, ' 

3* The'^INFOiyiATIONAL RESOURCES COMMITTEE is'coitjjosed of the Head 
^ Coll<*ge Libr^arian, the Coitputer Center Stipervisor, the Media 
Center Director, ttie Associate Dean of Instruction, four faculty 
menibers chosen to/represent the areas of Humanities, Natural 
Sciences and Mathematics, Social and Behavioral Sciences, and 
Education and Physical Education and Business, and four students 
selected byVthe s€udeht Sena'te.- P^iculty appointments are for 
three-year terms (initially appointed by one one-year, one two- 
year, and two three-yeeu: terms) • The committee elects its . 
chairman. . 

• 4.. The SPECIAL EVENTS COMMITTEE is composed of the Assistant to the 
President, the Director of Public Relations, three faculty mem- 
bers' appointed to three-year terms (initially appointed ^ one- 
ye^r, two-year and three-year terms), Md three students selected 
by the Student Senate. The committee elects its chairman. 

5., Trtie MERIT SCHOLARSHIP COMMITTEE is composed of the Dean of Stu- 
dent Personnel, the Director of Admissions, ^btur faculty members 
chosen to represent the areas of Humanitiesy'Na^ Sciences 
and Mathematics, Social and Behaviora^''§djlences , Education and 
Physical Education and Business; facultwippointments are for 
three-year terms (initially appointed ijWone one-year tenn, one 
two-year, and two three-year terms) • Jne committee elects its 
chairman. 

6. The HONORS COUNCIL is composed of the Doitn of the College, the^ 
Associate Dean of Instruction, five faculty members appointed 

to three-yecu: terms (initially appointed to one one-year, two 
two-year, and two three-year terms) • The committee elects its 
chairman." 

7. The FACULTY IX>AN COMMITTEE is conposed of the Deari of \he Col- 
lege, the Business Manager, and three faculty members appointed 
to three-year terms (initially appointed to one -year, one two- 
year and one three-yea'r terms) • The chairman of the committee 
is the Dean of .the College, 



V 



te^SRADUATE COTJCHOTEE is composedcJf-facjjlty members selected 
by th^^^res^dfifit. The^haijaiwm-'oftfile comnlttee-'Is 
of the College. ^^/^ J ^ 
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9. The BUDGET PLANNING COMMITTEE is composed of faculty members 
^ selected by the President. The chairman of the committee is 
the Business Manager. 

10. The EQUAL EDIJCATICWAL OPPORTUNITY COMMITTEE is conqbosed oft the 
chairmcm of €he Curriculum Committee^ the chairman of the 
Student' Personnel Committee r the Director of Admissions, two 
faculty inembers appointed to three-year terms (initially appointr 
ed to one two-year and One three-year term) , and two students 
selected Tby the Student Senate. The committee elects its 
chaianntan. > 

, : /_ ^ . : . . . ; • : 

11. The PLANNINp COMMITTEE is composed of the Plymouth State College . 
alumni representative to'^Jie Board of Tr4istees# the elected 
faculty representatiAre to the Board of Ttustees, the Assistant \^ 
to the President, the Student Body President, two students of 
Junior Class status or above selected by the Student S4nape, 

an^ three faculty members appointed to three-year terms ii«itial- 
ly appointed to one-year, two-yeau:, and threet^year terms) . The 
committee elects its chairm«m. 

12. The PARENTS' DAY COMMITTEE is composed of three faculty members 
appointed for three-year .terms (initially appointed to one-year, 
two-year, ar^d three-year terms) , three students selected by the 
Student Senate, euid the Director of i> the Student Union. The com- 
mittee elects its chairman. , 

13. The ATHLETIC COUNCIL: 

a. ^ Composition: Tlie council is , composed of the C^jairman of-1±ie 

physical Education Department, the immediate administrator 
of the intercollegiate athletic progrzun, one coach elected 
by all coaches, four faculty members excluding Physical Edu- 
cation Department members, and four students selected by 
the Student Senate. Two of the faculty members are men and 
two are women; all are chosen to be hToadhff representative 
of the interests of the college; one of ttie faculty members 
is a graduate of Plymouth State College. Hie faculty term 
of service is three years (two initial terms are for two 
years) . Two of the four students are men and two are women; 
^ not more than two student members are Physical Education 

majors. The Business iTanager is a special^ consultant to the 
r council. The council elects its chairman; no member of the 

Physical Education Department may serve as chairmem. Regular 
meetings, at least monthly, are held. The agenda is prepared 
by the Chairman of the Councilf^with the advice and concur- 
rence of the Chainiwm of the Physical Education Department 
and the immediate administrator of the intercollegiate ath- 
letic program. 

b. Functions; The Council 
7/1/74 A-6 
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1. Makes polig^(with the consent'of the President and the 
faculty^ coroeming intercollegiate programs: 

s • ' 

(aj Decides overall intercollegiate issues: number of 
^ ^ varsity teeuns; addition or deletion of varsity sports. 

(b.) Gives advance approval of schedules; monitors balance 

among schedules and between schedules and academic 

p,rogram^. 

. (c.) Formulates policies concerning recruitment, 
(dj ftonitors fund expenditures. * , ^i 

(e.) ?\dvises concerning awards. 

2. Makes recommendations to the President or the faculty . 
concerning policies connected with athletics when, in the 
council's judgment, the issue merits broader discussion than 
is availabler within the council proper. 

3. Advises those concerned about public relations or image- 
niaking for the college as a whole with respect to athletics. 

4. Adj^icates disagreements concerning interpretation ^f 
policies, use of facilities, or expenditures of fundS where 
Intercollegiate issues are concerned. 

5. Adjudicates disagreements concerning use of facilities if 

\ conflicts arise between intramural programs and intercolle- 

\ giate progreuns. . 

^* Recommends to the Convnlttee >bzi Committees any further 

functions which in the judgment of the Athletic Council re- * 
quire policy decisions in these areas. 

Special (or Ad Hoc) committees shall be determined by the faculty as 
the rm^d arises. 

C. The President of the College is an ex-officio member of all committees 
under this article and shall be notified of meeting times and places. 

D. Committee on Committees ' 
1. A Committee*bn Committees shall be appointed by the f'aculty 

Speaker in consultation with the President of the College, whose 
con?)osition shall be six members, one from each of the following 
major organizational divisions of the college: Humanities 
(including philosc^hy) , Social Science (including psychology) , 
Natural Sciences. and Mathematics, Education '(includingtphyeicAl 
education and business) , Administration (including library 
staff), and Student Senate. * 

2^ Members shal|L determine their own chairman and taeeting schedule. 
Ihe^tetms of service of each of the members shall be determined 
by them in such a manner that no member shall serve more than 
three consecutive yeaurs, but that, following the year of its . 
establishment, the committee shall have no less than three active 
members who have served in the preceding year. New appointments* 
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or replacement of members unable to serve shall be made by the 
Faculty Speaker in consultation with the President of the College. 



3. The functions of the Oommitte* (3n Comnittees shall be as follows: 
a.; To review the function # structure, and con^wsitien of exist- 
ing comnittees (with the exqii|ptjton noted under 4. below) with a 
view to recommending chang^ where such changes may seem desirable. 

^ . b. To recommend tlfe formation of new coimnittees where it may seem 
necessary , in the performance of some functions not provided for in 
the existing committee structure. ^ 

c. To recommend the disestablisfmient or reorgamization of committees 
which have become unnecessary or redundant. 

d. To coordinate the activities of the other com^ttees with a 
vi^w to smoothing their interaction and eliminating overlap in 
their respective eureas of f\inction. 

e. To make periodic reports to the faculty concerning its activities. 

4. The Committee -on Committees shall be concerned with all standing and 
ad hoc committees with the sole exception of the Faculty Welfare Comnittee 
No functions of the Committee on Committees shall be interpreted as having 
reference to the Faculty Welfare Committee. ^ " ' 

E. Currictilum Committee - The Curriculum Committee is composed of twej.ve 
members . 

\ 

1. COMPOSITION: The Dean of the College; the Associate Dean of 

• Instruction; the Registrar; the Chairman of the Education Department; 
five faculty members not department chairmen # selected from the fol- 
lowing areas; one from the Humanities, one from the Natural Sciences and 
Mathematics, one from the Social and Behavioral Scien<jes, one from Edu- 
cation, Physical Education, Business, and one from the Library; three 
members selected from the student body, to be chosen by procedures es- 
tablished by the Student Senate. \ 

2. SELECTION: The Faculty Speaker, with the concurrence of the President 
of the College, will present to the Nominating and Balloting Committee, 
three nominees for each faculty position. Election is by majority vote 

of the faculty of all those present and voting. • Replacement members are - 
chosen as needed by the flamS procedure to serve out unexpired terms. 
Regular elections acre held at the last regular meeting of the faculty 

* in^the spring. ^ ^ ' . 

»» ■ '* 

3. TERr4 OF SERVICE: Elected faculty members serve four-year tetms. 
Members of the initial committee wiH^ aralmge shorter terms for some 
members to insure maximum continuity ^fjtlmq the elected faculty. Except 
for election of the initial committ^i^md the member from the Library, one 
faculty member is elected bach year. 

4. crfAIRMAN: The Chairman of the Committee is elected annually by 
the members. 

5. CONSULTANT'S: The comnittee may caH in as many consultants ^as often 
as it wishes. 
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6. DUTIES: 



a. The cooroittee considers and approves or denies by its own 
authority all minor* changes in curriculum. The committee pulf 
lishes minor changes ,by distributing copies to all members of 
the faculty and administration r to the officers and senators of 
the Student Senate, and by posting copies^ of the changes on the 
bulletin boards in Boyd Hall, Lamson Littary, the Physical Edu- 
cation Center, Founds Hall, and Silver Hall# Afction on minor 
changes becomes pf f icial on the twenty-^f irst day after the ac- 
tion is posted," unless a member of the college community lodges 
an objection to the change with the Faculty Speaker before the [ 
twenty- first day. 



b. The committee brings before th^^^culty the comMttee's 
recommendations concerning all proposed major» curriculum 
changes. . ' - 

c. The coirmittee periodically reviews the college curriculum 
in its entirety and makes recommendations concerning revision. 
♦ Major and minor are dichotomously defined by the operation of 
the system. A change is major (a) if at least one member of 
the committee maintains that it is major, ar (b) if any member 
of the college community requests of the Faculty Speaker, within^ 
twenty days of posting, that a posted minor change be brought 
before the entire faculty. A minor change, then, is any change 
that all members of the Curriculum Committee deem minor, and that 

^ no other meiriber of the college community objjects to. 

G. Administrator SeleAiion Committee -^a^ 

, 1. The conmittee shall be composed of five faculty members and two 
students. The faculty members sT^all be elected at the last regular 
faculty meeting of <the year to serve for three-^ear terms. The stu- 
dent members shall be selected by the Student Senate. 

2. ¥he committee shall be JJIrivolved in the selection of academic and / 
student affairs administrators, up /c 7^/!t: /. //^i cVe<^^ 

H. Nominating and Balloting Coiranittee 

1. COMPOSITION AND SELECTION: A coimnittee of five (5) appointed by 

the Conmittee on Committees from among volunteers who have responded 

to a request put out by the Committee on Committees. This will be 

done during December of each year. ^ ^ » ' 

• - - ^ , • 

, '2. TERM OF SERVICE; The committee will cease to function after the 
results of • the election are posted and «mno)inced at the last faculty 
meeting in the'^spring: If, for any reason, elected facufty members^ 
must be ^replaced on a committee before or after an election, this: will ^ 
be done by nomination and election from the floor during a faculty 
meeting. 
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3. IDOTIES: Set up. a timetable for the following functions: • 

a. Prepare nominating forms for committers that have positilDns 
open, and circulate forms ta faculty; 

b. CQllect *th^ above forms; 

c. Circulate list of names of, nominees to faculty with enough time 
for any nominees who do not wish to be nominated to remove their 
names by informing the nominating committee? 

d. Make up sample ballots and post on all office building bulletin 
boards? ^ • 

e. At the last faculty meeting, conduct an election using prepared 
. ballots. 

4. ELECTIONS: < 

a. This method will be used for all committees whose members are 
* nominated by the faculty. . , 

b. The membership of the Curriculxim Committee will be determined, as 
it presently is with <3ne change — the names of the nominees shall be 
presented to the Nominating and Balloting Coimnittee by the Faculty 
Speaker, and the names of these nominees will be placed on the ballot. 

Committee on Continuing Education 

1. COMPOSITION^ The Director of Continuing Education; thirteen faculty 
members, one from each of the following departments: Art, Business/ 
Education, English, Foreign Languages, Librajry, Mathematics, !4usic, 
Natxiral Science, Philosophy, Physical Education, Psychology, and Social 
Science; one undergraduate student, and one graduate student. 

2. SELECTION: Faculty representatives shall be elected by .each depart- 
ment in the spring term before the last regular faculty meeting so that 
the names of representatives 'may be announced at that meeting. The 
undergraduate student representative shall be selqffted by- the Student 
Senate. The graduate student representative shall be selected! by the"\ 
recognized members of the graduate student body. The Director of Graflu- 
ate Studies shall be responsible for setting up the selection machinery. 
Replacement members shall be chosen by the same procedures to serve out 
unexpired teri^s of faculty and student representatives. 

3. TERMS OF s1?RVICE: The Director of Continuing Education shall be a 
permanent member. Faculty representative^ shall serve two-year terms. 
Members of the initial ccHtrmittee shall arrange by )^ for six of the 
faculty to serve one-year terms. ^ ^ 

4. CHAIRMAN: The Chairman shall be elected by the Committee on 
Continuing Education. 

5. FREQUENCY OF MEETINGS: The Committee shall meet at the call of either 
the Director of Continuing Education, the Chedman, or a majority of the 
members. 

6. DUTIES: The duties of the Committee shall be to advise and assist 
with the^ formulation of policies, procedures, and programs relating to 
cfontinuing education. The Committee shall make repommendations to the 
President amd/or faculty whon issues deserve discussion outside of the 
Committee. 
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Article X 



r 



Parliamentary Authority - 
• ^ 

The rules contained in Robert's Rules of Order (Revised) shall govern 
the faculty in all cases to which they zuce applicable, and in i^ch^ they 
are not inconsistent with these by-laws or the By-Laws of tha-1?rustees 
o^ the University System oiE New Hampshire. 



Article XI 
Amendments 

A. Thpse by-laws may be amended at ainy regul^ir faculty meeting by a vote 
of the majority of the entire membership or by a two-thirds vote of^_ 
thos^ voting, whichever is less. 

B. These by-jl^iws may be iunended at a special faculty meeting by a vote 
of the majority of the entire membership. 
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GENERAL DUTIES OF FACULTY COMMITTEES 

1. Admlssiong Policy Congnlttee - Develops and executes plans for Affective 
recruitment of the type of ^student who should be successful in o^e of the 
college programs ^N^^s^ns^ 

?• / Advisory Coiancil - See^ Paragraph A, Article VTI of the Faculty By-Laws 
\ (Appendix A,) V y 

3. Athletic Council. - See Paragraph A. 14, Article IX of the Faculty By-Laws 
(Appepdix. A.) 

4* Budget Planning Committee - Reviews budget requests submitted by dipeurt- 
D^ents, sections r and offi,c^s, md recommends priorities for ^he'' allocation 
. of available funds- . , ^ . . , 

5. Committee on Committees - See Paragraph Article IX o^f the Faculty By- 
Laws (Appendix A.) * , ' 

6. CuryAculum Committee - See P2u:agraph F, Article IX of the Faculty By-Laws 
" (Apl^endix A.) ^ • ^ ^ * 

?• "Equal Educational Opportunity Committee - To recommend policies which will 
facilitate maximum opportunities for all, regaurdless of race, sex, origin, 
or beliefs. ^ - . 

8, Faculty Loem Committee - See Paragraph O, Section VII. 

9. Faculty Welfare Committee - See Paragraph A, Section VI of the Faculty By- , 
Laws ^Appendix A.) ^ 

•10. Graduate Council - Recommends policies and procediXre's governing progreS- " , 

sive development of our graduate program. Establishes standards for* a^- 
> ceptemce of candidates for the program and passes upon the attainment of 
program objectives'. See By-Laws of the Graduate Faculty, Appendix E. 

a* The Admissions Policy Advisory Group ^ A stib-committee of the Graduate 
Coqn9il. See Appendix E, By-Laws* of the Graduate Faculty, Article VII, 
Paragraph A.l. . 

^* The Evaluation Advisory Group - A Ibub-comrtfittee of the Graduelte Council. 
See Appendix E> By-Laws of the Graduate Faculty, Article yiI, ,Pciragraph A. 2. 

11. Honors Council - This convnittee of five serves as 'the policy recommending 
body for honors programs. 

12. Informational Resources Committee - Advises the College Libr2a:iem, the 

^ Media Services Coordinator, and the Director of *the Computer Center; Recom- 
mends policies 

^ APPBNPIX H ^ 
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. . 14. Patents ' Da- Cmwittee - Plans and effects annual Parents' Day program. 
^ 15. |i2nni^^Co^n^^ 

progress and recommend new planning objectives ^d priorities. 

16. Igcial Epjt£ Coimnitte^ - Members act as a resource pool to advise, plan, 
and execute_ those specifal events directed bV the Resident. ' . 

fl^^^^^S^Snel Coi^^ Advises the Presid/nt, deaL/ and the Ad- 
^ ^^so'T' Council on matters involving student welfAre. 

. T^dg'fx^ " Paragraph e. Section VI L the Faculty By-Laws 

F^ltr^fT^ - - See Paragraph G.2, Section IX of the 

Faculty By-Laws (Appendix A.). ^ i 

- ■ ~ 5fP°Mng'con5nittee - See ParaLaph H, Article IX of the 

Faculty By-Laws (Appendix A. ) . . f 

21. ^g;^"^^^^;tion Evaluation Cgngnittee - Develops and execiespi^ans for 

"o? thf B?S ' °' administraliors, listed br^icle III 

Of the By-Laws of the Plymouth State College Faculty, 

22, committee gn Continuing Educati^^n - Assist tT.e Director of continuing 

TO recZpi; " """'T for evening, summer,, interim, and special programs.. 
To recommend new and reviseja policies and procedures, , 

# - 

. . I 

. ^ ^^^^ DUTIES 0£ OTHER COLLEGE COMMITTEES 

' ^gi^p-^ion Board - To advise 'the Director of-, the Student Union and tf 
-Pe^w and recommend on .Union operational policjies and procedures. 



3. 
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^^di^fr^v,^^ CoHonittee - To revie^ appeals; for Reinstatement 
to^h^ college ' academically dismissed and desire readmission 

gI5^ts£ users Commi^^ To coordinate an'd facilitate computer usage at 
the College. To recommend revised systems and equipment. . 4 " . 

M^^y council, on Discipline - To serve as an appeal boald for any mem- 
'Si^iaS^^Sd'r' "^'^'^ ^-^^^^^^ ^ decisioTof^he 

^^o^^^ ^^gSS^^r TO monitor thel^llege's ^irmative Action 
^ to, recommend new arid revised policies and pro^edures." 

g^g^Cs^nittee - To recommend policies by which the College can 'best 
conform td federal and state safety -spallations . 
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PROMOTION AND TENURE GUIDELINES 



1. Pxxmotion and Tenure ^Guidelines 

The decision to promote axid/or tenure a faculty member at Plymouth State 
College is based v^on four criteria: * 

t ■ 

ft. Competent teaching or librarianship , * 

, B, Scholarship^and/or performance 

C, Service \ , , 

. / 

>^ D. Eligibility 

] ■ • "\ , • . ^ ;■ - 

The gurposeof these guidelines is to specify procedures by which a 
facility member is to be judged in'' these four areas and to establish some 
uniformity among the\Various departments without removing- from the depart- 
ments the initiative and responsibility v/hich is rightfully theirs. The 
primary goal of the guidelines is to establish fair and impartial proced- 
ures by vrl^ich faculty may be judged, 

2, ^ Method ^ . 

A, Each Faculty member who is to be promoted and/or tenured is to be 
evaluated at four steps or' levels. These are: 

(1) His department's Promotion and Tenure Committee 
V (2) His (department chairman ' 

(3) The Dean of thd College ^ - 

(4) The President of the College 

Tlie candidate will be evaluated byt each of these levels, in order/i 
with the result-^ the evaluation, at each step, available to the sv^c- 
ceeding step. This is to be done according to the timetable presented 
in Enclosure 1, Each evaluation level is to make a written report 
citing their recommendation and the reasons why such a finding was 
reached, includii:ig data upon which their reasoning was ba^ed. This 
report is to be given to the next evaluation leVel^and is to be fliade 
' available to the faculty member under considera^tion. . Each evaluation 
^ level is to review the 'recommendations given to it, to add any perti- 
nent data^not previously considered and to make a recommendation based 
on ^e total. If its recpmmendation is in conflict With a recommenda^^ 
tion maide by evaluation level which has preceded it, the evaluator(s) 
iSy^are) obliged to schedule^ a meeting between the two levels in disa- 
^greement t^^^plo're these differences. If the differences are not 
resolved by this joint meeting, the evaluator(s) is. (are) to contain 
his (their) report; a full esqplcmation of the reasons for the differirfg 
' recommendations, ' ' " ^ 

'* . ^ > i 

B, The departm^t's Promotion and Tenure Committee wj^l consist of no . 
more than five •members,* It is the responsibility of each department to 
decide by vote, committee composition and membership. The department ^all 
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also decide iipon the operating procedure for the committee, observing the 
guidelines' presented herein, striving , to maintain similarity> among the 
various departments^ of. the college • ^ince department chairmen provide a 
separate evaluatiojn level, they should not be part of the departmental 
committees. ^ ' J . 

C. At the beginning of the evaluation process^, the Dean of the College ^ 
will provide for the Departmeipta;! Promotion arid Tenure Committee c^ny 
necessary information contained in the candidate*? fiersonnel folder. 

* * 

D. Based upon the reports of all^previous evaluation levels and his 
own evaluation, the President of tlie College will make a final 'recom- 
mendation to the Board ^f Trustees. At this time, he will also report * 
to each evaluation* level which considered the candidate, and to the 
candidate, the final recoro^ndation andv^ie reasons and facts iipon 
which it is based. _ ^ 

Elaboration of Criteria , . 

A. Conpetent Teaching or Librarianship Each faculty member whose 
duties lire ir> these -fields, is expected tGPii.be a conpetent teacher or a 
competent librarian. Serj.ous deficiency in this area bqirs pirorootion 
and tenure. Competency of. teaching is to b6 judged at appropriate 
evaluation levels based upon the opinions of appropriate groups of, 
persons to include : V 

^ (1) The faculty member himself^ 

(2) Students * * " , ^ ' . 

(3) Colleagues of the faculty meilber un<^er consideration 

(4) The appropriate department cn^irman ^ 

(5) The acadeitdc deans and the President of the College 

Con^etency in libraricinship ^-s to be evaluated by: * ^ 

(1) . The library faculty meirfDer ^ . - 

(2) Library u^ers 

(3) The library professional staff. ' . 

(4) The College Librarian « f . 

(5) The academic" deans and the President of ^e College ' 

^B. Self Evaluation — Each yeair, evex^ faculty member who is a jpcj^ienti^al 
^^)5andidate for promotion "and/or tenure, should present to and discdss witl> 
Qiis department chairman a salf-evaluation report (Enclosure 2^ This . , 
-report is the faculty membews view of his accomplishments of that year. 
These repor^is are to be available to each evaluation level. * 

;C. Student Evaluation — ^ Each faculty member who is a potential candi- 
date' for promotion dnd/o^r te^nure should be evaluated by each of his r . . 
classes, each semester, using,. the student evaluation form presented at 
Enclosure 3« These evaluations form the raw data upon which the recom- 
mendations leased up6n^st;,udent opinion may be fbr6ved. ^ 

D. Colleague Evaluation — At the time of consideratioh for promotion' 
and/or. tenure, the Departmental Promotion and Tenure /Committee is 
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^ charged with obtaining informatipn abiut the candidate's teaching 

from the candidate's colleagues. The definition of precisely who the 
^ candidate s colleagues are is left to each department's committee. ' 
However, a list of who is included ^ part^f the data, and may be 
- challenged by other evaluation- levels or tKT candidate. Usually, col- 
league (m this sense) means fellow department members. 

Department Chairman' s Classroom Evaluations — Every year, the ap- ' 
propriate department chairman should visit the classroom of each faculty 
member who is potentially eligible for promotion or who has not 
received tenure. They should report their evaluations in the manner 
specified by the Chairman's Evaluation Form presented in Enclosijre 4. 
These evaluations are to be the raw data upon which this aspect of 
teaching conpetence is to be judged,, and should be available to each 
evalxiation level. , - 

I' Pean' 3 and/or Presid ent !s Classroom Evaluations ~ * In cases where 
"V^^u^^^ invited to visit some e3tperimen4sal or especially interesting 
teaching, or m other cases where their independent initiative seems to 
indicate its desirability and wisdom, acaderiic deans or the President 
may mak6 similar evaluations to those of* the Department Chairman. ' 

Evaluation of Librarianshlp ~ Librarians will be self-evaluated 
according to the'mani^er described in Paragraph 3.B. (above). Student 
evaluation as described in:3.C., is not appropriate to librarians; 
howeves;, at the time of consideration for tenure, the library ' s/ Pro- 
motion and Tenure Committee is charged with obtaining library /ser 
evaluation of the candidate's performance, iSf his duty inclu*^ inter- ' 
Action with library patrons. Evaluations of librarianshlp by the library 
professional staff and the CDllSge Librarian ^re to be obtained in 
analogy to Paragraphs 3.D and 3.E, except thdt the evaluation form 
^ used is not that presented in Enclosure 4, but rather are specific to 
librarianship and are toresented in Enclosure 5. This includes a form 
for gathering coll^aguft opinion, which should be used with ^a-r^resen- 
tative saitqole of faculty users of the librarian's services .V 

H. Scholarship ~ Each faculty member is expected to be involved in a 
scholarly manner in his chosen field. It is the responsibility of the ' 
Department Promotion and Tenure Committee to establish some basis for 
judgment of the candidate's effort and success in this area. Publica- 
tions should be judged with special importance. Lack of or scarcity 

of publication may not be equated with lack" of scholarship, nor, on 
the other hand, may publications be used as de facto prqof of real 
scholarship. Quality as well as quantity should be evaluated carefully. 

I. Performance -- Those faculty whose responsibilities include per- 
formance (see 3.K.) (for example: artists, theatrical directors, musi- 
cians, coaches) in addition to or instead of%scholarship are to be 
evaluated on the quality of their lef forts. This is a highly indivi- 
dualized matter specific to each fiel<^ and must be jydged accordingly. 
It is left to those departments (for example: Art, English, Music, 

. Physical Education) to formulate guidelines for judging performance ' 
appropriate to their discipline and to present thesq to all members 
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whose responsibilities lie partially in this itvode and to ^nake thd qpiide^ 
lines available to all evaluation levelSv ' \' 



J. Service — Each faculty member is expected to- be of service to the 
college and to the community wherever service to the people of New 
Hampshire, on behalf of the* college, is needed. This latter should not 
be confused wi^ community service or civic participation d6ne as a 
private individual, jit is the charge of the Departmental Promotion ^ 
and Tenure Committe<l^o ascertain ways in which the candidate has dis- 
charge^ this function. They should provide" factual basis for their 
own recommendations and for the use of other evaluation levels. Such 
facts may be obtained, for example, from the candidate's ^self-evkluation 
or records of? the Dean of the College * (committee assignments^ etc.). 
Attention should be given not mexely to formal positions of servi<:e^-, ^ 
(committee memberships, etc.), but of actual contributions in each . . 
position. . , • ' r 

K,* ^Enqphasis Given to Each Category — At the time of joining £h6 college 
faculty, it should be made clear to each faculty member a well; 
as to his dispartment chairman and the Dean of the Colleger the tesppn-/ 
sibility the faculty member bears in each of the^ various 'categofiers 
for being of value to the college, i.e., the approximate weight , 
assigned to each in his evaluation. This is an individual matter, \ 
specific to each faculty member, and is. determined bdth by departmental , 
and college-wide needs as well as the faculty member's interest and 
particular labilities. Such agreement should be in writing in broad 
outline, arid will determine the approximate weight'' given to the category 
during evaluation. Clearly, the needs of the departments and^ fijie college 
and the in1:erests of the faculty may change. If such a cSi^gef fs^\ 
mutually acceptable, it shotild be noted formally so tha%a j^erson is 
not judged against improper criteria. All faculty have some' responsi- 
bility in each area. As befits an institution such ^s Plymouth State • 
College, the majority of each person's responsibility lies in the area 
of teaching, however, within, this general, framework, the mix of respon- 
sibilities is an individualized matter, with college needs necessarily . 
taking precedence over individual desires when there is a conflict. 

L. Department Chairmen who are potential candidates for promotion and/ 
or tenure will follow these giiidelines except that the academic deams 
'will replace the chairman as the classroom evaluators.*^ Also, evaluation 
level 2 (Paragraph 2.Ai. (2) above) would not be appropriate in this case 
and would be bypassed. 

4. Eligibility for Promotion and/or Tenure 

« 

A. ANY FACULTY MEMBER WHO, IS ELIGIBLE FOR PROMOTION AND/OR TENURE, 
AND WHO DESIRES CONSIDERATION, ^IS AUTOMATICALLY A CANDIDATE AND IS TO 
BE EVALUATE^ FOR SUC3H CHANGE IN STATUS YEARLY, Wm HIS INDICATING 
HIS DESIRE TO THE CHAIRMAIn OF HIS ' DEPARTMENTAL PROMOTION AND TENURE 

- |COMMITTEE. 

B. The result of the yeeirly evaluation may take three"" forms: 
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(1) Recommendation of promotion amd/or tenure 

(2) Recommendation (in the case of non-tenured faculty) of terminal 
contract • 

(3) Recommendation of no change in status at the present time 

A recommendation of no change in status does not imply that the 
faculty member concerned is not adequately performing his responsibili- 
ties. It merely states that, at this time, there is not; sufficient 
reason to arrive at a decision to promoter tenure r or terminate^ Part 
of the evaluation process should include a discussiAk with the candidate' 
, . of the manner in which his duties have been perfojcmed. (See anntial 
evaluation in Paragraph 5.) 
,.>•■• ■ , . 

C. If a department chairman or dean feels that a terminal appointment 
should be given to a faculty member who is not eligible for promotion/ 
tenure considerations r they may direct the departmental committee to 
consider such action. The findings of the Departmental Promotion and' 
Tenure Committee are then forwarded as in consideration for promotion 

• and/or tenure considerations. In this even^ the specified dates in 

the timetable may not be pertinent but should be in accord with AAUP 
policy^ recommendations. 

D. Eligibility — At the time of joining the Plymouth State College 
faculty, each faculty^tiiSmfoe^will be given by the Dean of the College 
a statement specifying the niSrtefer^^Qt^ars of experience in his rank 
with which he is being given credit for promotion and tenure purposes. 
1*^is starting point is based upon previous teaching experience and/or . 
other equivalent experience. 

E. Instructors are not eligible for permanent tenure , but are eligible 
for promotion consideration in their third year, or if their qualifica- 

^ tions change. A decision to promote or give a terminal contract must 
^ be made no later than during the sixth year. 

F. An assistant professor is eligible for, tenure consideration during 
his third year at Plymouth State College. A decision to give tenure or 
a terminal contract must be made no later than during his sixth year at 

- Plymouth State College. ^ 

G. An associate professor r promoted tp this^rank, is appointed with 

- tenure if he has been a member of the Plymouth State College faculty 
for three years (at the time the promotion takes effect) . An asso- 
ciate professor newly appointed with that rank is eligible for tenure 
consideration during his second year of service at Plymouth State Col- 
lege. Tenure or terminal contract for all associate professors must 
be decided upon no later thah during their fourth year at Plymouth 
State Collegfe. An associate pi^pfessor is eligible to be considered for 
promotion to professor in his fifth year at that rank. 

H. A professor promoted to this rank is appointed with fcentire if he 

^ has been a member of the Plymotith State College facaMsy for jthree* years 

(at the time the promotion takes effect) . A facul^^ientoer newly ^ap- 
pointed with the rank of pTOfessor is eligible for tenure consideration 
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during his second year at Plymouth State College ,.0 Tenure or terminal 
contract for all professors must be decided no later than during their 
fourth year at Plymouth State College • 

I. In addition to these length-of-service requirement? for eligibility, • 
the candidate, in order "to be promoted and/or tenured^ must meet the 
educational requirements for the rank to which he 'aspires r ; " 

Instructor: Master's degree v * . • 

Assistamt Professor: Mastex's degree + 30 hour^ * ' 

Associate Professor: Doctorate or other terminal degree 
Professor: Doctorate or other terminal degree S 

J. In the event that, in the opinion of all evaluation levels, a faculty 
member has an excellent reputation for service to the college, or at 
' least^a statewide reputation as an eminent tieacher/scholar, the waiting 
period and degree qualifications meiy be (/aived except as provided below 
for all ranks up through the Associate Prpfessor. To be promoted to the 
Professor level, in the event that in the opinion of all evaluation" levels 
a faculty member has a national reputation as an eminent -^acher/scholar, 
the waiting period and degree qualifications may be waived. In any event, 
unless the time limit is waived by the Board of Trustees, a person must 
serve at least one full year at Plymouth state College before beihg 
eligible for consideratipn. for tenure. 

5. Annual Evaluation . 

^. Every non-tenured faculty. member shall receive from his department 
chairmarf*a yearly letter of evaluation. A cdpy should be sent to the 
Dean of the College. Every non- tenured, faculty metttoer within two years 
of a tenure decision shall likewise receive from the Dean of the College 
a yearly le?tter 6f evaluation. The letter should state his ^ases for the 
evaluation. Every non-tenured faculty member within two years of a tenure 
decision shall be >i)titled to »^a joint personal conference each of the two 
years with the Dean of the College and the chairmam of the deparlanent, to 
exchange views in his progress, in his assigned position, 

II ' 

B. These letters should be signed by the faculty member with a stjate- 
ment acknowled^ng receipt but stipulating that the faculty member does 
not neces^aril^^ agree with the contents . .The faculty member should be 
allowed to append to th^ese letters (which are to become part of his 
permanent file) a. letter of comment upon the .Qean 's and chairman's remarks. 
A copy will b^ provided for the faculty -member's files. ^ 

* * . * ■ 

6. Disposition of Evaluative Materials • 

, The President's final recoimnendation and alls data upon which it is ' 
based become part of the candidate's personnel * file. At any time prior to 
the President's final recomniendation, the candidate may withdraw himself from 
further consideratiorl. Should he do this,, his Promotion/Tenure Recommenda^tion 
Folder^ and all materials generated by it shall be returtie*A to the person 
originating them. . , . I 

"• ■■ • , ^ . . • 
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December 20 
January 15 



Enclosure 1 
Timetable 



Department Promotion and. Tenure Committee recommendation 
due for each '^eligible candidate 

Department Cliairman'S' recommendation due 

V^ean of the College's recommendatidns due 

President's, decision upon recommendations due 



January 30 

I? 

On the due date, each evaltiation level must: 

1. t^s its 'recoinmendation.s,On to the next step , 

2. Notifi?. the candidate of it;s reconunendation and the basis for it 



r 
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Enclosure 2 ^ • 

, Faculty Annual Report Sheot 

Report is to be submitted by faculty meniber to Department Chairman by 
November 15 of each year; Department Chairmen are to submit report sheets 
for members df their departments to the Dean of the College by December 20. 
Do not repeat previous year entries. List achievements and activities, as 
of this year. Persons new to the Plymouth faculty* are requested to maUce 
this cumulative. — * 



Name: 



1. Publications 



Title 



2. Research 



Depajrtment: ^ 
Date : 

Year ^^port^d on: ' 



Journal. 



Brief description including its relationship to youp professional 
growth and teaching. How much time was* involved? 



3. Committee Assignments 

List bbtR college-wide and departiwental joommittees. 



Name 



Approximate hours 
meeting per" month 



^Work required outside 
of meeting " 



4. Adv,ising 

(a) Number of advisees 

(b) - Number of,mastd[r's, candidates 

(c) Campus . activities (list) 

5. Performances and Events ^ 



Time involved monthly in advising 

Approximate total time invplved 
« * 

Time involved per moni:h 



' If applicable, list performances (musical, theatrical, art exhibits) 
participatefli^jfarflipd manner of participation and sports coached. 
Approxim5:t(the total time involved for*each. 
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Enclosure 2 (continued) 

New Prograims and Innovatlvq Teaching " " - 

List new programs and courses you have helped develop.. stating the 
extent tff your participation and the time involved. 



7. Professional Growth . 

3t conferences .attended, participation in Workshops and institutes, 




otrfses tedcen, etc. 



■ r 



8- Activity in^Professional Organizations 
Memberships held? • ^ 

Offices held? ^ 



* 3 



9. ProfessjLonal Activities^ ^ 

Consul tantships, speeches given, etc. 



1^* Community Contributions- (participation in civic affairs on behalf /of 
the college) "~ 



11. Miscellaneous Comments *% 

List any other' items pertinent to your responsibilities as a Plymouth 
State College Faculty mfemberv^^ . 




(signed) 
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^Enclosure 3 ^ 

■ ! 

The Student >Evaluatlon Form 

Student Questionnaire: ' Student^ evaluation of instruction 

Bear in mind that these are your opinions, if you have no basis for ^ 
such, or if the question does not a^gly to your case^ leave the response 
blank. Ypur responses are *to be made on the accoinpanying computer, sheet, 
use a sbft lead pencil and don't sign your name. 

Part A: Y<&ur response to each of the questions 1-5 should be 2 l>«poor? 
2*below average; 3«average; 4»above average; 5«excellent. 

1. Does the instructor provide effectively for the development of 
appropriate skills in the subject area? 

2. The instructor's ability to expladn course material is: . 

3. The instructor's interest in the subject is: 

4. The instructor's knowledge of the course material is.- 

5. The instructor's ojrganization of course material has been: , 

Part B: Youir response to each of the questions 6-26 should be: O»not 
applicable; l«never; 2-infrequently; 3«frequently (meant to be 
em "average" rating); 4»nearly always; 5«always. 

a . 

6. Does the instructor allow students to es^press their own views 
without fear of reprisal? 

7. Does the instructor show responsibility in meeting class? 

8. Does the instructor demonstrate enthusiasm for sxibject? ^ ' 

9. Do^s the instructor make himself availed^le to students ^tside class? 
10^ Has the instructor \>een fair in his dealings with you? ^ 

11. Does the instructor exhibit a friendly and approachable attitude?' 

12. Does the instructor create interest^^d stimulate thinking in students? 

13.. Dctea the instructor present material in terms that are understandable 
to students? 

14. DoM the instructor make reasonable assignments that are helpful in 
promoting the understanding of subject matter? 

■' . ^ • 

15. Does the instructor give meaningful answers to questions? 
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Enclosure 3 (continued) 

16. Are classes an aid to your mastery of the siabject matter? 

17. Are course objectives clearly stated? 

18. Does the instructor stick to the subject matter rather than tise the 
class as a forum for the instructor's personal opinions about topics 
beting little or no relationship to the subject? 

3 

19. Does the instructor stimulate an interest in learning? 

20. Does the instructor use the class time effectively? 

21. Does the instructor seam concerned eibout your intellectual develop- 
ment? 

22. Does the instructor assign grades fadrly? 

23. Does the instructor commuiftcate a knowledge of the subject matter? 

24. poes the instructor clarify course objectives? 

25. Does the instructor construct tests that consistently/^ measure 
course materials presented? 

26. Does the instructor communicate the relevance or significzmce of ^ 
subject? ' 
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Enclosure 4 ' ^ » ' 
Visitation Report^ Evaluation of Teaching . / * ^ 

Guidelines: 

A. The instructor must ordinarily be notified of the visit and given th» 
opportunity to explain the purpose (and any unusual aspects of the class) * 
to the visitor before the class.. 

B. The visitor should arrive on time, stay until the end of the class, and 
be unobtrusive in his presence. . j 

C. A report of the visitor's evaluation should be available to the instruc- 
tor within one week of- the class. 



D. The visitor should evaluate the instructor on the following form. Any 
item in which the instructor receives a less than average rating should 

have the reasons presented in the comments section. * \ 

E. If a particular day is not appropriate, the instructor has the right to ^ 
request and receive a visit on a different d*y. * / 

F. Rate the instructor in each of the ftjllowing with: l»poor? 2»below average;. 
>averagGj 4»above average; 5»excellen€y Leave the item blank if you 

do not feel knowledgeable enough to comment, or if this particular visitation 
does not apply. ^ . ^ - , • 



• Administrative Evaluation of the Instructor as a Teacher 

1. Explained material clearly. 

2. Appeared to be prepared for class ^ 

3. Handling of quonstions and student ideas, etc. 

4. Apparent rapport with class 

I 

5. Encouraged critical thinking and analysis? 

6. iMaintainod class iliterest 

7. Was-class time well used? 

8. How did t^e professor react to student viewpoints different from 
his own? 

' 9. Encouraged relevant student involvement in the classy 

10. Voice level emd quality 

11. Effective uSe of teaching aids (blackboard, machines, etc.). 
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Enclosure 4 (continued) 



12 » Handled asalgnments , , exzuns , ' etc • # well 
■ * . ' • ■ ^ 

13. 'how would you^ describe atti;tude of students in the class towud 

the professor? 

14. Teaching methods 
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Enclosulte 5 ^ 



^ Criteria for Promotion and Tenure of 
Llbraiy Fagulty at Plymouth State College 

Professional librarians at Plymouth State College, ix\ general, iSire ex- 
pected to conform to the -same standards required of the teaching faculty/ 
Any academic library is a highly 'conplex teaching, academic service, and re- 
search facility. The| major ef forts and scholarship of librarians must be 
directed toward solving the myriad orgemizational and service problems of 
their individiial libraries, while encouraging regional and national network 
developments ' ^ 

The evaluatioa qf each individual must be basically on his contribution 
to the piurposes of the library withih ,the academic community ralther than on 
teaching or .on pubiicatipn.' At the present time, this is a nationwide pat- 
tern an<3 not peculiar tc3i this college. * \ 

i . ^ 

^ All library faculty ire f-etain^d and promoted in the light of their 
continuinig professional growth and | value to the college. It* is recognized, 
that; tenure, particularly, is a long-range commitment of college resources 
and dese'^rves the roost car^eful Scrutiny. Recommendations for tenure are 
made- with this fact in mitid. . ' 

. All evaluation levels consi(9ering a candidate , for promotion and tenure 
shoul^: • - 

I. Evalua-fe the candidate's demonstrated ability to carry out assigned 
library functions with competen<jy and efficiency* This may be judged 
by IJie candidate's: 

■ - ,1 

^ , (1) level of accomplishment in coirp€urison vfith others in similar 

positions; 

• (2) effectiveness in utilizing assigned tir 

(3) participation in committee "activity; 

(4) ability to analyze relationships, recognize problems, develop . 
solutions, and execute plans; ^ 

(5) resou fulness and originality; and 
(Sy enthusiasm and interest in the work.' 

^ I. 

II. Estimate the ef fectjfveness of interpersonal relations with co-workers 
and others. Where applicable, capacity for leaderships ,ef fectiveness of 
communication; impact on students; drganizational ability; and the ability 

"to gain the respect, confidence and support of the candidate's associates 
and the publdc may be considereid. ^ 

III. Determine the potential for pontinued growth and the candidate's 

ability to assume a changing role as shown by success in keeping abreast pf 
developments in librariemshipj participation in professional organizations, 
jconferences vand institutes; pursuit of a se^f-desi^ed program of study; 
achievement of an adij^nced degree. * N ^ ' • 

* 

;rv. Assesses the cemdidate's .contributions to the' educational processes 
of the college outside- of the library. Teaching, advising student 
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' Enolosure 5 (cx>ntinued) * * 

organizations, giving talks, aiid serving on college committees may be 
' considered under this heading. 1^ 

■ J ^ \ ^ ■ * ^ 

/ V. Consider the candidate's service- to the college and the commxanity 
y Vherever service to the people of Neii; Hampshire, on.Uehaif of tte college, 

ig needed. This should not be confused with community service or civic 
^'^rticipation done as a private individual. 

Consider the candidate's scholarly and aesthetic contributions to ' 
the library, the college, and the community outside the college;. Evalu- 
ations oi^. research; publications; ,and literary, dramatic, musical or 
' pictorizd artistic accomplishment would fall within this area. 

f ■ 

The JiUfrary promotion and Tenure Committee ha)3 the responsibility to ^ 
compile evidence pertaining to the cemiiidate's performance in these six 
areas. Successful candidates for tenure will show, strengths in the first 
three criteria aj>d demonstrate growth in two of the second three. 

V * • 

Colleague Opinion of Candidate as a Libra rian 

- ■ ...... . . ' ■ " 

You are being asked to evalua^te a fellowv faculty member^ If you feel 
that you h'^ve not had sufficient contact with the faculty member, or have 
no real fcai^is for an opinion on any (or all) of these items|, leave Chat 
response blank.' Mark yoxir responses on the computer sheet. Sign your 
name in the name position and print the evaluated candidate's name in the 
instructor J)osition at ^e top of the wmputer sHeet. ' 

Jlate^he candidate in each of the following with: l»poor; 2«below 
. average? 3=average;. 4»above average; 5"fexcellent. Return the form to your 
.department's Promotion and Tenure Committee Chairman or his de'^ignated 
representative ^ be used wheneveW it is the chairman being evaluated) . 

\, . ■ \ \ . . . ' 

1. Interest ^in area of general and specific responsibility .and gen- 
eral ability to communicate 

. * . » ^ 

'2. /Rapport*' with students and concern for students 
3. Rapport with faculty/adminis^ratioa'^ 
4 ;f Mastery of* librariansiiip^ 



5. Keeps up witli new developments and methods in area of responsibility 

6. ^fective (and/or flexible) use of work .methods djxd techniques 

7. Effeq^vene^s as a 9i?>ervisor of other professionals 

8. Effectiveness as a supervisor orf clerical staff 



9. ^ Effectiveness as a. siirp^rvisor of student workers 

r , I 

10. Ability to function well in a working group 
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Enclosure 5 ^(cdntinued) - • ^ i 

11. Professional contributions to the library staff or faculty by vocal- 
• izing suggestions and sharing ideas 'and newly gained knowledge of dev- 
elopments in librarianship 4 /, /, 

12. Ability to represent the college well iflV community and profes- ; 
sional relationships , " ^ , 

13. Overal^l rating as"^ librarian. \lf you did not feel qualified to 
answer a majority of the previous items, leave this one blai^.) 

Evaluation by College Librarian 

\ ^ ' ' ^ ' ' ' . , . « t 

Sin^'te professional librarianis Are observed on a daily basis, this con- 
stitutes visitation. * . ' , ^ 

Because of th0 nature of library organisation, specific functions "are 
delegated to profe^ssional librarians in iiccordahce with job descriptions, 
written statement^ elaborating details of, each fxinction, philosophy, goals, 
and responsibilities of tdie position. It is again«,t these documents and 
the cri^ria for Promotion/Tenure of Libfljry Faculty (this Enclds\i;e) - that 
the Candida te^wi 11 be evaluated in anecdotal fonn by the College Libreurian. 
Anecdotal evaluations are preferable since specific job functions criteria 
.vary for each position. 
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LIST OF AREA SERVICES 



CHURCHES 



Assembly of God • 
Rev. Joseph Bennett 

Christian Science Society 
Mrs. niavid A. Scott 

Church of Christ 
Rev. Thomas Fowler • 



Address* 

5 Amory Road 
Plymouth, N.H. 

Wlnlier Street 
Plymouth, N.H* 

/ 

Tenney Mtn. Hgwy.-3A 
Plymouth, N.H. 



Episcopal Church of^Holy Spirit MAln Street 



Rev. Bayard Hancock 
' * , * 

Roman Catholic, St. Matthews 
Father Watson 

United Church of Christ 



Plymouth, M*H. 

School Street 
Plymouth, N.H. 

Main Street 



(Congregational) Rev. P.V. Geprge Plymouth, . N.H. 



Unite^ Methodist Church 
Rev. Philip Polhemus 

, DgNTISTS 

Crowe 11, Edward B^; 

Hurme, V.O. * 

• "* ■" ' . 

Leameii, Clifford B. 

J 

Whitehill, .Dunian k. 
Whitesell, Dor;ial<J B. 
DOCTORS 

• ' Archibald, Joiin G. 



Craig, Alastair 



Highland Street 
Plymouth, N.H. 



85 Main Street 
Plymouth, IJ.H, 

*13 At^ery Street 
Plymouth, N.H. 

66 Medn Street 
Plymouth, N.H.- 

Tenney Mtn. ^ 
Plymouth, N.H. 

*19 Avery S trivet 
Plymouth, N.H. 



20 Avery Street 
Plyit^uth, N.H. 

. Highlarid Street 
Plymouth,- N.H. 



Phone Number 
536-1471 

536-2340 



536-2287^ or 
536-1781 

536-1321 



536-2424 



536-1953 or 
J36-1077 

536-1941 or 
536-1670 



536-1529 
536-2815 



536-2814 



536-2588 * 



536-1445 



536-2336 . 



536-2102 



r 



APPE^TDIX D 

Plymouth State College 
Faculty Handbook* 



D-1 



100 



ERIC 



DOCTORS - Continued 
Crame/ Henry D. 

DeWitt, Reginald P. 

jr 

Kirk-Hurme , Eugenia 
(Pediatrician) 

Mclver, Frederick D. 
Olmsteadf S.H. 
Zak, Vlastimil 
HOSPITALg 



\ 



. '*19 Avery Street 
Plymouth, N.H. 

J.* 

*19 Avery Street 
Plymojitii, W.H. 

,*19 Avery Street 
Plymouth, N.H. 

85 Main Street 
Plymouth, W.H. 

46 Highland Street 
Plymouth, N.H. 

*19 Av^ry Street 
Plymouth, N.H. 



Sceva Speare Memorial Hospital Highland Street 

Pll^uth, N.H. 

Lakes Region General Hospital Elliott Street 

' jf- ' Laconia, N.H*. 

Mary Hitchcock Memorial Hospital 2 Maynard Street 

Himover, N.I^. 



Dartmouth-Hitchcock Mental 
Health Center 



^ NEt^SPAPERS 



Concord Daily flonitor 
Plymouth Record (weekly) 
Laconia Evening Citizen 
Lakes Region Trader (weekly) 
Manchester Union Loader * 



9 Maynaurd Street 
Hanover, N.H.- 



39 Franklirj Street 
FraiJklin, N.H. 

Ill Main Street 



Plymouth 



Street 1 
, N.H. / 



Fair Street 
Lacon^^, N.H. 

t'air Street 
Laconia, N.H. 

35 Amherst Street 
Manchoo ter , ]M . H . 



536-1441 
536-1441 
53^-1441 
536-1972 
536-1558 
536-1441 



536-1120 



524-3211 



643-4000 



643-<l000 



934-2409 



536-1312 



524-3800 



524-3800 



625-5432 



•Located in See v%i Speare Medical Park building in rear of Sceva Speare 
Memorial Hospital. 
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REALTORS 



Berg, Evelyn 
Chapmcm, John W. 

•J 

Dfeep River Real Estate 

• «- 
Main, Robert E*. 

Nelson, Marianne 
« 

N.H. Colonials 
Wixson , Rowena 



Quincy Road 
Rumney, N.H. 

85 Main Street 
Plymouth, N.H-^ 



\ 0 786-2471 



\ 



Highland Stred^ 
Plymouth^ N.H'. 

West Plymouth 
Mew Hampshire 



536-2154 



536-2155 



536-2100 



Campton, N.H. (office)' 536-1588 
^ Ashland, N.H. (office) 968-7718 



57 Main Street 
Plymouth, N.H. 

RPD #1 

Plymouth, N.H=% 



536-218P 



536-X472 



r 



\ 
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BW-IAWS OF THE PLYMOUTH STATE ODLLPGE GfRADUATE FACULTY 



. Article I '. \ ' 

Nanie . ' - 

^The naMte of this orgzmization shaUL be th©^ Graduate Faculty of Plyinoutihv 
State College (hereinafter called the Graduate Faculty) . 

Article II . ' . . 

" . Object 

Under the leadership of the. President of the College and subject always 
to the appro%>al of the Board of Trustees of the University of New Hainpshire, 
the Graduate Faculty shall have legidlative jurisdiction in all matters of 
graduate student educational policy not otherwise proscribed by the Boaflrd 
of Trustees 6f the Univorfeity, • • 

/ . Article III ^ ^ 

^ ^^j^nbers ^ * 

The Graduate Faculti' shall consist of those faculty members in the raijk 
of Assistant Professor or above vho hold the Qamed^octorate^or the high<jst 
terminal degree in special fiolda. Such facility meiribers shall ordinarily be 
engaged in teaching graduate stxidents ^ the ga^aduate program. Faculty \f]^o 
meet the requirement of the earned tJOc^pjralte or terminal djagree ajid hold the 
rank of Assistant Professor ot; ODove become eligible as Graduate Faculty when 
they teach such students. \ 



Those faculty not meeting the above requ^-rqinents who have been screened 

by the Graduate Faculty council, ^recommended to the/Graduate Faculty, and 

approved by them as having demonstrated conpetcnce in their field of speciali 

zatlon and whp ordinarily teach graduate students become members of the 

Graduate Faculty. A full copy of all prdceeditigs ift 'duch .instances shall "be 

kept in the faculty member's personnel file. 

» * 

In addition to the above teaching^ Graduate Faculty, the President of the 
College, the Dean of the College, the Director of Graduate Study, and the 
Di^ctor of Continuing Education, shall be' voting*members of the Graduate 
PtWUlty. % 

Article IV 
cJf f icers 

A. A Graduate Faculty Speaker sl)all be elected by bal lot annually at the 
lasjt regular Graduate Faculty meeting of the year. The 'Speaker shall 
assume office at the first regular Graduate Faculty fneeting of the next 
academic year. 

1. The Speaker shall preside at all Graduate Faculty meetings.'' In the 
/ absence of the Speaker, the Director^ of Graduate Stydy shall preside 
until the assembly desi^ates a' temporary prdsiding officer. 

APPENDIX E 
' Plymouth State College 
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2. Hie Speaker shall prepare the agenda for Graduate Faculty meetings ' 
05 <n consultation with the Director of Graduate S*udy and/or the 
^ ' President. , 

B. The President is the chief administrative officer of Plyinouth State College. 
(In the president's absence some administrative officer in the chain of 
coitmemd will assume his role) • The Director shall bp responsible^ for 
providing adequate secretarial service for Graduate Faculty and Graduate 
Council meetings. The Director of Graduate btudy will alSo be in charge 
of prior distribution of the agenda and the taking and publishing of 



the minutes of each meeting* 



Article 
Meetings ^ 



A. The Graduate Faculty shall meet at least three times a year. At its 
first meeting r the Graduate Faculty shall set the regular meeting dates 



for the rest^of the academic year. 



Special tneetinqs of the Graduate Faculty may be called by the President, 
of the. College r the Graduate Faculty Speaker, the Director oi^ Graduate • 
Study, or upon petition of any fifteen members of the Graduate Faculty 
to the Faculty Speaker and/or the President. » 

C. Graduate Faculty meetings wl,ll tfe governed by Roberts' Rules of Order. 

^ • Article VI ^ ' 

The Graduate Council ^ . , - 

A. The Graduate Council shall meet at the call of the Presidents the Deem ^ 
of the College or the Director of Graduate Studies. This Council sAiall ^ 
act in a recommending capacity to th# Graduate Faculty and^to the ( K - 
Director of Graduate Studies and to the President on all matters concerning 
the graduate programs at Plymouth State College. 

1 . Screening those faculty who have the equivalent; of the earned doctorate 
(c.f. Art. Ill, par. 2)* ; . 

2. Setting requirements for graduate student admissions and degrees. 
a.Jpvisidn Qf existing or future graduate programs. \ ' 

4. RGcommondation of new graduate programs. \ 

5. Coor^nation of joint graduate programs within the University System 
op<ither liooperative programs. ' . ^ ' 

D^. Members ' - , ' * ' 

• ' 1. E3^ officio . . • 

President of the Collpgo , ^ ' 

Dean of th6 College ' ' ' , - ' . - 

\ > Director of Graduate Studies ' ^ 

^ Director of Continuing EducatiQn \ , ' 

Chairman of the Department bf Education - , ' 

AllSGraduate Faculty members who serve as coordinators of education 
programs will edso be ex officio members. - , 

2. One'" member of the Graduate Faculty from each of thje departments offering 
graduate programs (at. present, Natural Science, English, Mathotfiatics, 

sji Social Science and Education) chosen by the Graduate Faculty in the 

department to act as coprijlnator ot graduate programs in that depart- 
ment shall be members of t^e Graduate Council. ^ - 

3. Two full-time graduate studfcnt members selected' by the Director of 
Graduate Studies and approved by the Graduate Council shall have all 
the duties emd rights as otheY Council members. ^ ^ 
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4. A representative from the library staff shall serve in an advisory 

capacity to the Council. Such person shall selected in such manner 
^ as the libtary staff deems most deiirahJLe. 

C. Duties , • 

1. The Council considers and approves or denies by its o\m authority 
all minor changes in curriculum .'^^The Council publishes minor changes 
by distributing copies to all members of the Graduate Faculty and 
the administration/ ActlonL on nylnor changes becomes of ficial* on the 
twenty-first day after the action is posted, unless a member of the 
college community lodges an objection to the change with the Graduate 
Faculty Speaker before the twenty-first day. 

2. The Council brings before the Graduate Faculty the Council's recom- 
mendations concerning all proposed major curriculum ch2mgeq^ 

3. Hie Council periodically reviews the college curriculum for graduate 
programs and makes recpmmeridattions concerning revisions. * 

Major and Minor are dichotomously defined by the operation of the 
system.. A change is major , (a)- if at least one member of the COimcil 
maintains that it is major, q;^ (b) if any member of the Graduate Faculty 
requests of the Graduate Faculty Speaker, within twenty 'days* of 
posting, that a ported minor change be brotight before the entire 
.Graduate Faculty. A minor change, then, is any change that all members 
of the Graduate Council deem piinor and that no other member* of the 
Graduate Faculty objects to. : ^ 

4. The Council elects its own chairman. . ' 

I k Article VII ^ . ' 

Committees 

, \ - • 

A. The following committees with composition as indicated shall.be 

appointed annually b^ the Director of Graduate Study wi,th the "a<?vice and 
/consent of the Graduate Council near the begtpning of the academic year 
from the meijibers pf the Graduate Faculty and graduate students. 
1. The Admissions Policy Advisory Group is composed oC the Director of 
Graduate Sttidy, the Director of Continuing Education, and thre^ 
Graduate Faculty members. Develops and executes plems for effective 
recruil^nt of the type of student who shotild be successftil in one 
pf the college graduate program^. The Director of Graduate Study 
may call upon the Admissions Policy Advisory Group to assist in 
« admitting students for beginning entry into the program and for 
matriculation. Recommends to the Graduate Council requirements 
for admission. ^ _ * * . 

2^ Evaluation Advisory Group is ipomposed^of the Direptor of Gradjiiate 
- Study,' the Gra<}uate Faculty merobe'p* teaching l^search Design, and 
three oth^r metnbers of the Graduate F/iculty. Its duties are to 
design and e^cecute suitable designs for follpwing up graduates ^ 
^in the graduate program and other me^s of evaluat^g the effec- 
tiveness^ of the graduate program. 
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Article VIII 



Amendments 



A^ Tfiesc By-Lawb may bfe amended at any regular* Graduate Counci}.|»eeting by 
a vote of the majority, of the ent;ire membership or by a two-Sbir^s vote 
of tJiose voting, whichever is less. " ^ 

B. The^e By-Laws may be amended at a special Graduate Council meeting by a 
" vote of, the majority of the entire 'membership. 
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Enclosure to Appendix E ' / ' / 

. . - Graduate Studies • ^ * 

Please tefer to a current edition of the G^adu^te Studies Catalog tor . , 
specific information regarding \he gradueutd' programs at Plymouth. ^ ^ 

} A. Gi^adinq and Evaluatibn • * . ' 

1. Letter Grades - The letter system of final grades (A, B, Cr and) 
^ >) is also applicable to graduate students., However, no grade lower ^ 

than a "C" will apply toward fulfilling tfie semester, liotir requirements 
for the Mas-ter's degree; Graduat^students must also maintain a minimum 
'average^"5f ^'B" to successfully complete a degree or non-degree graduate 
prograio. . 

2. Pass-^Not Pass Option,- Graduate students may not exercise the Pass- 
Not Pafefe Option. . 

3. Graducitd Sti;dei!it, Kvaluations - Tl/e Faculty Appraifeal forms, f)rovidGd \ * 
v/ith' the Gracje Report sheet, are^to b6 completed by the faculty member 1^ 
for each, graduate student in glass. They are to be submitted to <;he 
JRegistrar with the Grade Report sheet. 

4. Other Grading and ^valuation Regulations - The regulations, for grading 
and evaluating citftd below also 'apply to the qi:aduate program: 

, Incomplete * . ' pr. Ill - 7 

^ • Scholastic Warnings p. Ill - 8 

Remoying Course Deficiencies p. Ill - 8 • 

Final Examination* and Grades p. Ill - 9 



B. , Graduate Crodit^for Undergraduate Students ^ 

In exceptional circumstances, arf underqraduate may recede qraduate credi*- 
The courses taken jnay^also "double count" as underqraduate and qraduate 
credits. The requlations goveminq this policy are as' follows: 

1. Six hours is the fnaximum credit that fl^jy be earri^d in this manner; 

2. the student must be a Senior; v. 

3. the tQtal underqraduate and qraduate hours may not usually exceed 
fifteen hours' in any one semester. Exceptions may be granted when, due 
to dif ferinq course credits, (e.q., a four-credit course) bring the ^otal 

I numbar of credits to more than fifteen? 

4. a 3.0 cuinmulative averaqe is required. 

' C. r^feetingg of tho Graduate faculty 

The Graduate Faculty meets' tljree ^fmes a .ye^»>^the dates and tiniest'- to 
• bfe announced.' ^ . 
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* . APPENDIX, r 

Personnel File Structure. ' 

The personnel file maintained in the Business Office will <x>ntain - 
thre^ sections or parts. The first part. will be fi Business Eile which 
coptains appointment letters, records of leave? of absence ^d 9icX' ' 
leaves, payroll information and frirt^e benefit roab^rials; as well as 
other materials neither pertinent to- evaluation i^r sealed in the .SoalefJ 
File; The second section will be the Evaluation File,* ^nd thi« will 
b€ open ta the individual and all^levels of evaluation and/or grievamce,^ 
at Plymouth State Opllege.* The third section, the S^Taled File, .containor 
materials obtained priof* to or during employment- which were sul?mltted 
in strictest confidence. Only ''the President, or his designee ifi privi-^ * 
loged to place materials in the Se^alod File or gain access to it. 

To further explain the contents and the-^ security pf materials ^ 
containdd in the sub-files, see th^ enclosed grid .desoribing personnel ' 
fide contents and access. ' \ / 

administratpr placing .an item in the pef-sonnel file is responsible 
for deciding into which of , the three sections the item sho|jld be -placed. / 

An item^ placed in the Evaluatlc^ File must be made available to th6 
individual, either by an ininediate carbon copy or a later Xerox cop^j at 
the time the item Is placed in the Evaluation File. An allegation or' 
accusation may not bo placed in the Business File, and, of course, may not 
bo placed in the Evaluation File without notice to the individual. . 

In order to identify the people who have reviewed the Evaluation 
File, a sign-out sheet wijl be maintained by the Business Manager. 

In cases where the individual has requested another individual to 
write a confidential letter of recorftnpndation , the letter cannot Ije 
placed in the Evaluation Pile \inless ii is formally released by the 
writer. 'Once the coloaso is in the hands of the Dean, the letter may 
be placed in your BvaluaticJh File and is subject to the conditions of 
that file. \ ^ . 



nt\l 



*Departmenti\l promotion/ tenure committees will have access to individyal 
personnel fil^Ronly within Spoare Hall.* The use of a conference room in 
Speare Hall for the purpose pif reviewing personnel f ileafc may bo arranged 



through norntM procedures 
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